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Capability - goods and services procurement guide
Find out about the capabilities needed to buy goods and services for the Victorian Government. 
What is procurement capability? 
Procurement capability is a skill set, experience and ability to perform and manage procurement tasks and activities. 
Capability can relate to agencies or individuals.
There are two tools to support procurement capability assessment and development:
· The agency capability assessment tool contains the performance standards to assess agency procurement capability. 

 
· The Procurement capability framework – goods and services is for people working in procurement and contract management.


Agency capability 
Agency capability to carry out procurement task and activities includes:
· people
· systems
· policies
· processes
· experience 
· resources and
· training 
Individual capability
A role in government procurement requires an ability to:
· understand the business
· develop options and solutions
· conduct research
· maintain a detailed knowledge of supply markets
· design procurement approaches
· manage stakeholder relationships
· manage risks and change
· make fair, transparent decisions 
· ensure processes are conducted with integrity
· implement and drive projects involving innovation and change
A role in procurement needs a wide range of knowledge, skills and behaviours, which makes it a challenging, exciting and varied professional career. 
Why assesses agency capability?
[bookmark: _Hlk43813182]Assessing an agency’s procurement capability is critical to making sure it can carry out its procurement activities. It is also central to identifying areas for improvement.
An agency can use its capability assessment to:
· set capability goals 
· focus on making changes that lead to improved procurement outcomes
For example, if the capability assessment results indicate that procurement policies or processes are unclear, the agency can prioritise that capability development area to:
· increase clarity in policies and processes, to lead buyers to make better decisions
· improve the knowledge, experience and expertise of the procurement workforce to increase consistency of interpretation.
Each year an agency should assess its procurement capability as part of the procurement strategy development. 
This includes assessing:
· the level of complexity of expected procurements for the year
· the agency’s ability to complete them
People in the agency are an important part of procurement success. Investing in employee capability will increase agency capability.
Individual capability assessment can identify:
· current skill levels
· any gaps between current skills and role requirements
· career path directions
· a focus for development goals
An agency must only carry out a procurement where its processes and the capability of its people align to the complexity of the activity. An agency can request help from experts if required.
Assessing agency capability
As a minimum, the internal procurement unit should assess the procurement capability of the agency on an annual basis. The Accountable Officer (or delegate) decides whether the agency needs a capability assessment more often. 
A significant change to any of the following may be a reason for conducting a new capability assessment:
· agency’s role or design 
· governance structure
· people
· training 
· process 
· tools or systems or
· external environment.
All these factors can impact risk and complexity of an agency’s procurement profile. The internal procurement team, Accountable Officer or delegate determines the level to assess i.e. agency, business unit or individual practitioner level.
How to assess agency capability?
Use the Agency Capability Assessment Tool or a similar approach, to assess agency, function or team capability.


[bookmark: _GoBack]This tool:
· identifies key areas of capability an agency should assess and associated performance standards
· provides a capability assessment score against the assessment of complexity
· helps to identify capability gaps 
· suggests what agencies can do to improve capability
If an agency has decentralised procurement functions, it is worth assessing each function or business unit.
Assessing capability of procurement workforce
The Procurement capability framework  – goods and services is for procurement and contract managers who:
· already work in procurement and want to develop their capability
· want a career in procurement
The framework:
· identifies the key capabilities related to procurement
· identifies capabilities at an individual or team level
· helps with career planning and identifying professional aspiration 
· suggests areas of focus for future learning and development

Agencies can develop procurement related position descriptions and key selection criteria using  the framework and classification documents, such as the Victorian Public Service Enterprise Agreement, see link to DTF website.
The procurement capability framework recognises that procurement roles and functions continue to evolve.
The procurement capability framework integrates:
· strategy development
· sourcing
· contracting 
· delivering and realising benefits through contract and supplier relationship management
There are six capabilities to assess
· knowing what the rules are (legislative and policy context)
· thinking like a business (commercial acumen and negotiation) 
· working with people and businesses (relationship management and communication) 
· planning (procurement planning and analysis)
· understanding markets (market knowledge) 
· working with contracts (contract design and management)
Each capability area has three levels:
· foundation
· adept
· advanced
There are many kinds of roles in procurement. These capabilities apply flexibly as relevant to the role that is being assessed.  Not all capabilities will be relevant to all roles. 

Individuals can use the Procurement Capability Framework to:
· asses themselves
· identify a career path
· get feedback from others. 
Why build procurement capability?
Every procurement decision has an impact. People working in procurement can improve productivity and help agencies maximise the impact of their spend. Investing in capability makes a difference to the way buyers approach spending money.
Each agency needs to make sure that those involved in procurement activities understand:
· what is needed
· what the market can offer
· the policies and processes that direct how to buy
Building capability is different for every agency. It can include a variety of actions and initiatives that create change and lead to improvements that can advance an agency’s procurement.
Providing opportunities, leveraging talent and promoting further learning is part of the key to building capability within an agency. 
For agencies, building procurement capability means:
· delivering greater value, savings and benefits
· working with suppliers to set up constructive agreements and productive relationships 
· being able to anticipate and manage potential supply risks 
· managing operations more efficiently and enhancing performance
For buyers who work in procurement, or aspire to a procurement role, building capability means:
· being able to understand the agency’s role and anticipate needs 
· having an ability to work with the market to generate change and implement solutions
· getting the opportunity to build operational understanding of key processes and leadership experience
· getting the opportunity to work on important, exciting and interesting projects
· becoming an expert in a field/s, being sought after for advice and direction, as a trusted business partner developing a meaningful career
How to build capability? 
Agencies and individuals build capability by learning, making changes and finding better ways for people and agencies to work. Monitoring impact is also important.
Agencies can build capability by making improvements in the following areas:
· organisational structure and design
· governance and decision-making processes
· process/system changes
· tools
· teamwork
· formal or informal training
· offering staff opportunities to broaden their experience or learn from others
· employing people with required capability in fixed term or ongoing roles
· getting contractors to develop training, provide advice, coach and mentor others and share their expertise
An agency procurement strategy should include an agency specific capability development plan. This plan should identify improvement goals and how the agency will implement them. 
Individuals can build their capability through:
· experience - taking on more challenging tasks, projects and secondments
· exposure - shadowing, coaching and mentoring
· education - reading, participating in webinars, conferences and courses
Using this guide 
This guide accompanies the goods and services supply policies. There are 5 supply policies: 
· Governance policy 
· Complexity and capability assessment policy 
· Market analysis and review policy 
· Market approach policy, and 
· Contract management and disclosure policy 
This guide supports the Complexity and capability assessment policy. 
Buyers looking for general information on what they need to know to purchase goods and services for their agency, please see the buyers guide to procurement. 
Tools and support 
For more information about procurement capability and how to assess it, please contact the goods and services policy team. 
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ASR Template

		Department Name:



		2.1 - Summary of One-Off Supply Approvals by Category																		VGPB Use Only



				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Approval Body

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		2.2 - Process Approvals by Invitation Type (New Contracts)																		VGPB Use Only



				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Invitation Type

		Type		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Public Tender (PT)		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT and 3 Quotes		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		2.3 - Financial Variations to Process Approvals (Existing Contracts)																						VGPB Use Only



				$0 - $150,000				$150,001-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total Variations by Category

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		3 - Exceptional Procurement																		VGPB Use Only



		Number		Value

		ERROR:#REF!		ERROR:#REF!



		4 - Critical Incident Procurement																		VGPB Use Only



				$0 - $150,000				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Category

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		VGPB Use Only

		All Referral Types		Number		Value		Average

		Public Tenders		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from Public Tender		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT and 3 Quotes		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Variations		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Total		ERROR:#REF!		ERROR:#REF!

		Department of Education and Early Childhood Development

		Department of Human Services

		Department of Innovation, Industry and Regional Development

		Department of Justice

		Department of Planning and Community Development

		Department of Premier and Cabinet

		Department of Primary Industries

		Department of Sustainability and Environment

		Department of Transport

		Department of Treasury and Finance

		State Services Authority

		Victoria Police



&"Times New Roman,Regular"VGPB Annual Supply Report : Year 2009 - 2010		&"Times New Roman,Italic"&9Page:&P/&N


&"Times New Roman,Regular"VGPB Annual Supply Report : Year 2009 - 2010		&"Times New Roman,Italic"&9Page:&P/&N
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About



				Agency Capability Assessment Tool

				About this Tool

				


				This tool is for agencies to assess the procurement maturity and capability needed to conduct its procurement activities 



				It is not mandatory to use this tool. The accountable officer (or their delegate) can choose a similar tool that meets the Victorian Government Purchasing Board supply policy.



				Agencies can use this tool to assess and score the capability of the agency or business unit in the following key areas:

				·         governance

				·         people and culture

				·         technology and tools

				·         procurement processes

				·         sourcing/category management

				·         contract management

				·         performance management





				Capability segments contain a series of questions. 
Each question has a five-point rating scale with information that outlines expectations that relate to the descriptor. 
An assessment score of one indicates no, or little procurement capability related to that question. A score of five is evidence of high-level performance.



				The Accountable Officer or delegate can use the results to help with agency procurement.
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Instructions





				How to assess agency or business unit capability

		 

		 		Instructions for use

				Agency Capability Tool

				ü    Select a person or identify a group of people to assess agency procurement maturity/capability. 
        This person or group should know how the agency manages procurement and be aware of the agency level complexity assessment.



				ü Answer each question and choose the response that describes the agency arrangements. 



				ü Choose a score between two ratings if the descriptors do not reflect the agency arrangements.
ü     Provide details under each rating in the tool, in each instance where this applies.



				Results from the agency capability tool will automatically populate into the Agency Assessment Outcome. 



				ü The Agency capability assessment is to be approved by the accountable officer or delegate



				Agency Assessment Outcome

				ü View the total score for each segment to the performance score indicated for different categories of complexity (transactional, leveraged, focused and strategic). 
         This indicates the level of procurement complexity the agency/business unit can undertake.
         For example the governance area requires a minimum of 14 points for the agency to undertake procurement activity of a transactional nature.



				         Note: If the capability assessment score is less than the minimum performance score and/or does not meet the minimum requirement for each question, the agency should:

				·     consider increasing its capability or

				·     not undertake the procurement without suport. 



				ü The agency assessment outcome is signed by the accountable officer or delegate
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Agency Capability Tool

										Year-on-year calculation						Segments		Total

										Current year score						1. Governance		0

										Previous year score						2. People and Culture		0

										Year-on-year percentage change 		ERROR:#DIV/0!				3. Technology and tools		0

																4. Procurement processes		0

																5. Sourcing/ category management		0

																6. Contract management		0

																7. Performance management		0

		Agency Capability Assessment Tool 														Current year score 		0

		1. Governance												Score 1-5

		1.1		Is there a procurement policy in place?

				No		Yes		Yes		Yes		Yes

				û No internal procurement policy in place.		Internal procurement policy in place and:		Internal procurement policy in place and:		Internal procurement policy in place and:		Internal procurement policy in place and:

						ü Is updated regularly		ü Is updated regularly		ü Is updated regularly		ü Is updated regularly

						The policy clearly articulates:		The policy clearly articulates:		The policy clearly articulates:		The policy clearly articulates:

						ü Legislative requirements for Victorian Government procurement		ü Legislative requirements for Victorian Government procurement 		ü Legislative requirements for Victorian Government procurement		ü Legislative requirements for Victorian Government procurement

								ü Probity and audit requirements of the business unit/agency.		ü Probity and audit requirements of the business unit/agency.		ü Probity and audit requirements of the business unit/agency.

										ü The requirement to develop detailed procurement plans for highly complex procurement activities.		ü The requirement to develop detailed procurement plans for highly complex procurement activities.

												ü Procurement activity is monitored to ensure policy requirements are met.

		1.1		1		2		3		4		5

		Details

		1.2		Is there a procurement strategy in place that details strategic direction for procurement activities? 

				No		Yes		Yes		Yes		Yes

				û No procurement strategy in place.		Procurement strategy in place which:		Procurement strategy in place which:		Procurement strategy in place which:		Procurement strategy in place which:

						ü  partially aligns to the overall business strategy and Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.

								ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.		ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.		ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.

										ü is cascaded down into the operational strategies for relevant business units or categories.		ü is cascaded down into the operational strategies for relevant business units or categories.

												ü differentiates objectives based on complexity levels of the procurement activities. 

		1.2		1		2		3		4		5

		Details

		1.3		 Is there a formally stipulated decision-making process and probity requirements relating to procurement activities?

				No		Yes		Yes		Yes		Yes

				û there are no probity requirements in place and decision making occurs on an ad hoc basis.		Probity requirements are in place that:		Probity requirements are in place that:		Probity requirements are in place that:		Probity requirements are in place that:

						ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements

						ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers

						û do not include guidance on a decision‑making process.		ü include some level of guidance on decision-making through the procurement lifecycle.		ü are accompanied by clear decision-making processes which clearly emphasise the probity requirements at each stage of the procurement lifecycle.		ü are accompanied by clear decision-making processes which clearly emphasise the probity requirements at each stage of the procurement lifecycle.

												ü ensure procurement activity is monitored, all probity requirements are met and decision-making processes are followed.

		1.3		1		2		3		4		5

		Details

		1.4		Is there a system in place for the identification and management of procurement-related risks?

				No		Yes		Yes		Yes		Yes

				û No system in place to identify and manage procurement-related risks.		ü Processes and framework in place to identify procurement-related risks across the agency/business unit.		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks

										ü Risks are continuously monitored throughout the procurement lifecycle.		ü Risks are continuously monitored throughout the procurement lifecycle.

												ü For risks that are considered ‘significant’, there is a process to develop business continuity plans to ensure core services continue in the event of supplier failure.

		1.4		1		2		3		4		5

		Details

		1.5		Are the responsibilities of procurement workforce, financial delegates and buyers clearly communicated and monitored?

				No		Yes		Yes		Yes		Yes

				û Procurement responsibilities are not formally documented or monitored.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised in the position description for employees involved in procurement.

						ü There is evidence to demonstrate that individuals involved in procurement are aware of their responsibilities.		ü There is evidence to demonstrate that individuals involved in procurement are aware of their responsibilities.		ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.		ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.

								ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.		ü Procurement activities are monitored to ensure they are carried out by the appropriate individuals.		ü Procurement activities are monitored to ensure they are carried out by the appropriate individuals.

												ü These individuals are assessed against the requirements of their position description as part of a regular performance development process.

		1.5		1		2		3		4		5

		Details

		1.6		Is there a documented approval process for delegation of authority relating to procurement activities?

				No		Yes		Yes		Yes		Yes

				û Delegation of authority is not formally documented, monitored or approved by senior managers.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.

						ü Process may not be adequate to ensure the appropriate segregation of duties are upheld at all times and meet probity requirements of both the business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.

										ü There is evidence to demonstrate that key employees are aware of their responsibilities and act in accordance with the approvals process.		ü There is evidence to demonstrate that key employees are aware of their responsibilities and act in accordance with the approvals process.

												ü There is a formal monitoring system to ensure that the approvals process is complied with at all times.

		1.6		1		2		3		4		5

		Details

		1.7		Is spend monitored to ensure compliance with policies and value for money principles?

				No		Yes		Yes		Yes		Yes

				û Procurement spend is not monitored.		ü Procurement spend is monitored ad hoc or informally, with business units generally reporting in different ways, with little or no senior management oversight.		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/agency and the Victorian Government.  		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/organisation and the Victorian Government. Irregularities and instances of non-compliance are investigated.		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/organisation and the Victorian Government. Irregularities and instances of non-compliance are investigated.

								ü Irregularities and instances of non-compliance are investigated.		ü Value for money performance indicators have been developed to assess achievement of procurement objectives. 		ü Value for money metrics are in place and are monitored against internally communicated performance targets.

		1.7		1		2		3		4		5

		Details

		2		People and Culture

		2.1		Is procurement viewed as strategic by senior management?

				No		Yes		Yes		Yes		Yes

				Senior management:		Senior management:		Senior management:		Senior management:		Senior management:

				û Perceives the  procurement function as having little relevance to overall business operations.		ü Has visibility of some procurement activities.		ü Has visibility of all procurement activities.		ü Has visibility of majority of procurement spend and uses it to improve performance.		ü Has visibility of all procurement spend and uses it to improve performance and drive business efficiencies.

						ü Reviews some reporting to monitor compliance with procurement policies.		ü Is involved in the development of procurement objectives to align with overall business strategy of the agency and/or business unit.		ü Ensures procurement objectives are aligned with the agency's and/or business unit's business strategy.		ü Ensures procurement objectives are aligned with the agency's and/or business unit's business strategy.

						û does not perceive procurement as strategic.				ü Views procurement function as an important part of the business.		ü Views procurement as a core part of the business and as a function that may be leveraged to drive operational efficiencies.

		2.1		1		2		3		4		5

		Details

		2.2		Are there employees with specific procurement knowledge?

				No		Yes		Yes		Yes		Yes

				û No employees with specific procurement or category knowledge or training.		ü Some employees with specific procurement knowledge.		ü There are employees with strong procurement and some category knowledge.		ü There are employees with strong procurement and category knowledge.		ü There are employees with recognised expertise and experience in procurement and category knowledge.

						û However, their category knowledge is not closely related to the goods or services being procured.		ü Knowledge is related to the goods/services being procured.		ü Knowledge is specifically related to the goods/services being procured.		ü Knowledge, expertise and experience is related to the goods/services being procured.

						û People generally work on their own and do not have strong visibility of the procurement activities.		ü These people are trained in procurement, have the appropriate level of expertise to be the primary source of procurement knowledge. 		ü These people are trained in procurement, and their skills are commensurate to the complexity of the procurement undertaken. These individuals are the primary source of procurement knowledge.		ü These people are trained in procurement, and their skills are commensurate to the complexity of the procurement undertaken. These individuals are the primary source of procurement knowledge.

								ü These teams are generally utilised during the procurement lifecycle.		ü These teams are strongly utilised as a centre of procurement knowledge.		ü These teams are strongly utilised as a centre of procurement knowledge.

												ü These teams assist in the co-ordination of most procurement activities. They ensure the right level of procurement knowledge, category knowledge, and oversight occurs throughout the procurement lifecycle.

		2.2		1		2		3		4		5

		Details

		2.3		Are there mechanisms to encourage teamwork and collaboration on procurement activities?

				No		Yes		Yes		Yes		Yes

				û Procurement activities generally occur in isolation.		û Procurement activities involve procurement experts, however teamwork and collaboration are not strong.		ü Procurement activities involve procurement experts and there is a level of collaboration across teams that assists in the procurement process.		ü Procurement teams are formed based on the required procurement and category knowledge, and complexity of the procurement undertaken.		ü Procurement teams are formed based on the required procurement and category knowledge, and complexity of the procurement undertaken.

						û Procurement activities generally do not involve internal stakeholders.		ü Where internal stakeholders are identified, they are consulted as part of the procurement process.  		ü Internal stakeholders are identified in the initial stage of procurement planning and are engaged throughout the procurement lifecycle.		ü For complex procurement activities, internal stakeholders are identified early and actively engaged throughout the procurement lifecycle. Leaders and financial delegates work to ensure effective teaming of procurement and category expertise from across several areas and/or skill sets..

												ü Engagement with external stakeholders occurs at the earliest practical stage.

		2.3		1		2		3		4		5

		Details

		2.4		Do recruitment, resourcing and training considerations explicitly integrate the skills needed to meet procurement objectives?

				No		Yes		Yes		Yes		Yes

				û Training is not provided and there is little consideration of procurement skills		ü People who's role is focused on procurement have procurement-specific training.		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes

						û However, training requirements are generally not identified through any formal training needs analysis or procurement resource planning.		ü Procurement recruitment considers the specific procurement expertise requirements.		ü Procurement resource planning considers the specific procurement expertise requirements. 		ü Procurement resource planning considers the specific procurement expertise requirements. 

										ü Training needs analysis (or equivalent) is undertaken to identify key procurement skills required.		ü Training needs analysis (or equivalent) is undertaken to identify key procurement skills required.

												ü Skill levels are monitored to demonstrate continual improvement.

		2.4		1		2		3		4		5

		Details

		2.5		Do employees have a level of procurement understanding appropriate for their level of procurement engagement?

				No		Yes		Yes		Yes		Yes

				û Employees are not informed of, or have access to, dedicated procurement information.  
Some procurement information is available.		ü There is evidence to demonstrate that employees are aware of the procurement function and the high-level processes for procurement.		ü Employees have general procurement awareness. 		ü Employees have general procurement awareness. 		ü Employees have general procurement awareness. 

						ü This occurs as part of induction training or in general communications or via a dedicated procurement information system.		ü The agency has a dedicated procurement information system.		ü The agency has a dedicated procurement information system.		ü The agency has a dedicated procurement information system that also has updates/links to other procurement websites and feature articles.

								ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 		ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 		ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 

										ü There is evidence to indicate authorised individuals comply with policies and seek appropriate procurement expertise based on the complexity of the procurement activity undertaken. 		ü Procurement activities are actively monitored to ensure they comply with policies and procedures and have the appropriate level of procurement expertise and oversight based on the complexity of the procurement activity undertaken.

		2.5		1		2		3		4		5

		Details

		3		Technology and tools

		3.1		Are there tools in place that facilitate a systematic and consistent approach to procurement and purchasing activities?  

				No		Yes		Yes		Yes		Yes

				û There are no integrated Enterprise Resource Planning systems in place. Some tools and/or a manual system exists.		ü Basic systems exist for requisition, purchase order and approval.		ü Systems are in place in most business units		ü Systems are in place across all business units which are integrated		ü An integrated system exists

						û Systems differ across business units which impairs the ability to monitor purchasing activities.		û Systems are not integrated across business units resulting in some level of inefficiency for procurement outcomes		ü Some catalogue systems are in place to facilitate efficient purchasing.		ü Catalogues with key suppliers have been created and linked into the system to facilitate greater efficiencies in procurement processes.

								û Catalogue systems are generally not in place.		ü Purchase orders are mainly recorded electronically.

								ü Purchase orders are mainly recorded electronically.

		3.1		1		2		3		4		5

		Details 

		3.2		Is procurement data managed and stored in a way which facilitates accurate expenditure reporting and tracking?

				No		Yes		Yes		Yes		Yes

				û All purchasing data is archived in spreadsheets or paper based files.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.

						û Not all transactions are recorded or typically not recorded in a consistent format.		ü Database has policies, procedures and controls to ensure data is robust and comparable.		ü Database has policies, procedures and controls to ensure data is robust and comparable.		ü Database has policies, procedures and controls to ensure data is robust and comparable.

										ü Spend data for key categories is tagged with additional details on volume of good/service/pricing.		ü Spend data for key categories is tagged with additional details on volume of good/service/pricing.

												ü Data is stored in a way to allow for easy collation by spend type.

		3.2		1		2		3		4		5

		Details

		3.3		Are procurement policies, tools, contract templates and training information available in a consistent technology platform and format?

				No		Yes		Yes		Yes,		Yes

				û There is little linkage or integration across key procurement systems, tools, and templates.		ü Some degree of linkage between the systems.		ü There are good linkages between systems.		ü There are good linkages between systems.		ü There are good linkages between systems and across business units.

						û Not all tools and templates are linked to relevant systems.		ü Tools and templates have been properly referenced and included in the system.		ü Tools and templates have been properly referenced and included in the system.		ü Tools and templates have been properly referenced and included in the system.

						û It is not easily navigated.		ü The system is accessible by all buyers and easy to navigate.		ü The system is accessible by all buyers and easy to navigate.		ü The system is accessible by all buyers and easy to navigate.

										ü The system has a single interface point, acting as a 'hub' for procurement knowledge.		ü The system has a single interface point, acting as a 'hub' for procurement knowledge.

												ü The interface contains basic procurement information and has segmented data to facilitate easy use and navigation of the system.

		3.3		1		2		3		4		5

		Details

		4		Procurement processes

		4.1		Are regular and constructive procurement planning processes undertaken?  

				No		Yes		Yes		Yes		Yes

				û There are no procurement planning processes in place		ü However, procurement planning only occurs for a few key categories for example communication and publication services.		ü Procurement planning processes are in place and occur regularly.		ü Procurement planning processes are in place, that scale procurement activities based on the complexity of procurement.		ü Procurement planning processes are in place, that scale procurement activities based on the complexity of procurement.

				û Management of forward spend occurs in an ad hoc manner.				ü Historical data is used to inform the planning process.		ü Detailed procurement plans are developed for highly complex procurement activities which include specific planning to ensure probity.		ü Detailed procurement plans are developed for highly complex procurement activities which include specific planning to ensure probity.

								û However, the process tends to focus only on some categories.				ü Procurement planning information is used to identify where additional internal and external resource requirements are needed for procurement activity.

		4.1		1		2		3		4		5

		Details

		4.2		Is a standard procurement process documented and consistently applied?

				No		Yes		Yes		Yes		Yes,

				û There are no consistent or documented processes relating to purchasing, procurement and contract management.		ü Financial and probity policies are in place and are relevant to procurement activity.		ü Financial and probity policies are in place and are relevant to procurement activity.		ü Financial and probity policies are in place.		ü Financial and probity policies are in place.

						ü There is some level of documentation on general procurement guidance.		ü There are documented processes and/or work steps detailing procurement processes. These are followed for most standard procurement activities.		ü End-to-end procurement process is fully documented and communicated. 
This includes supply policy documents, procedures, better practice guidelines and supporting templates.		ü End-to-end procurement process is fully documented and communicated. 
This includes supply policy documents, procedures, better practice guidelines and supporting templates.

						û However, evidence suggests that processes are varied.						ü Compliance with key components of the procurement process are measured and periodically reviewed by internal audit or equivalent.

		4.2		1		2		3		4		5

		Details 

		4.3		Is there a central group that supports the development of contracts?

				No		Yes		Yes		Yes		Yes

				û Contracts are developed in an ad-hoc way with little oversight from procurement or other contract management specialists.		ü There are standard terms and conditions available for use for routine procurement activities.		ü There are standard terms and conditions available for use for routine procurement activities.		ü There are employees who have contract management capabilities.		ü Specialised contract managers are used for complex procurement activities as required to ensure robust contracts are created.

						û However, compliance with these templates is not monitored.		ü Compliance with these templates is monitored.		ü They can assist buyers with the development of contracts where templates or standard terms and conditions are not appropriate.

		4.3		1		2		3		4		5

		Details 

		4.4		Is there a complaints management and dispute resolution process in place to address and resolve procurement related complaints?

				No		Yes		Yes		Yes		Yes

				û There is no complaints management and dispute resolution process in place that deals with procurement related complaints.		ü A complaints management process is in place.		ü A complaints management process is in place that deals with procurement related complaints.		ü A complaints management process is in place that deals with procurement related complaints.		ü A complaints management process is in place that deals with procurement related complaints.

						û However, it is not consistently applied in relation to all procurement complaints received.		ü Includes dispute resolution steps.		ü Includes dispute resolution steps.		ü Includes dispute resolution steps.

								ü There is evidence which demonstrates due process has been given to all procurement complaints received.		ü There is evidence that demonstrates due process and integrity in resolving procurement complaints.		ü There is evidence that demonstrates due process and integrity in resolving procurement complaints.

										ü The complaints process is independent.		ü The complaints process is independent.

												ü Complaints are reviewed as part of a continuous improvement program to limit similar complaints from reoccurring.

		4.4		1		2		3		4		5

		Details 

		5		Sourcing/Category management 

		5.1		Are there documented category plans in place for all key categories?

				No		Yes		Yes		Yes		Yes

				û There is no category management process in place. Procurement activities and categories are managed in a reactive way.		ü Some category plans are in place.		ü A category management process is in place that actively manages the key procurement categories. 		ü A category management process is in place.		ü A category management process is in place.

						û However, the categories do not necessarily match up to key categories and/or there is no clear owner of the category.		û However, the management processes are not led by a business representative, instead category management occurs in isolation.		ü This process ensures key categories are managed centrally or by lead business units.		ü This process ensures key categories are managed centrally or by lead business units.

										ü Leading groups identify and implement performance improvement, assess market conditions and lead procurement activities within key categories.		ü Leading groups identify and implement performance improvement, assess market conditions and lead procurement activities within key categories.

												ü Category management activities are monitored, with key learning being shared across category lead business units. Targets are set for continuous improvement.

		5.1		1		2		3		4		5

		Details 

		5.2		Are activities undertaken to identify opportunities to aggregate spend with other business units/agencies, including joint tenders or being a lead for a state purchase contract?

				No		Yes		Yes		Yes		Yes

				û The agency may participate in State Purchase Contracts but has made no attempt to collaborate with other business units/agencies in assessing aggregated demand opportunities.		ü The agency has participated in sector procurement forums.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.

						û Has not participated in any collaborative activities or assessed aggregated demand opportunities.		û No action in leading in the development or management of State Purchase Contracts has occurred.		ü  There is some experience in initiating and leading this type of activity.		ü  There is significant experience in initiating and leading this type of activity.

		5.2		1		2		3		4		5



		5.3		Are supplier and stakeholder relationships actively managed during the sourcing process to assist in the achievement of quality procurement outcomes?

				No		Yes		Yes		Yes		Yes

				û Day-to day pressure dictates the sourcing process with limited forward planning. Suppliers and stakeholders are not proactively managed.		ü Suppliers and stakeholders are made aware of the sourcing process and specific planning events.		ü Suppliers and stakeholders are engaged and actively communicate.		ü Suppliers and stakeholders are engaged and actively communicate.		ü Suppliers and stakeholders are engaged and actively communicate.

						û However, there is no standard process for communication of this information.		ü There are formalised processes for the communication of sourcing events to stakeholders.		ü A communications strategy is included within category management plans.		ü A communications strategy is included within category management plans.

												ü There are opportunities for stakeholders and suppliers to provide feedback throughout the sourcing process.

		5.3		1		2		3		4		5

		Details

		5.4		Is a broad set of information used for analysis of key categories?

				No		Yes		Yes		Yes		Yes

				û No marketplace information in relation to key categories. Market research is conducted as part of the procurement activity.		ü Some basic information analysis in relation to key categories is undertaken. 		ü Some basic information analysis in relation to key categories is undertaken. 		ü Information analysis is undertaken in relation to key categories.		ü Information analysis is undertaken in relation to key categories.

						ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.

						û However, information is obtained from limited sources, sometimes including suppliers.		ü Information is obtained from a range of sources and is used for basic market analysis.		ü Information assists in the analysis of economic impacts and broader government objectives which is analysed by procurement experts with deep category expertise.		ü Information assists in the analysis of economic impacts and broader government objectives which is analysed by procurement experts with deep category expertise.

												ü Market analysis is used to determine the specifications of a good or service and the go to market strategy.

		5.4		1		2		3		4		5

		Details

		5.5		Are there initiatives to identify innovation or demand reduction opportunities?

				No		Yes		Yes		Yes		Yes

				û Generally no initiatives to work with suppliers on identifying innovation. There are no processes around demand management.		ü Demand reduction processes are in place but they generally do not involve suppliers.		ü Demand management processes are in place.		ü Demand management processes are in place		ü Demand management processes are in place.

						û Procurement specifications are generally output-focused, with little scope for suppliers to identify innovation opportunities.		ü Procurement specialists works with suppliers to identify mutually beneficial demand reduction opportunities. 		ü Procurement specialists work with suppliers to identify mutually beneficial demand reduction opportunities.		ü Procurement specialists work with suppliers to identify mutually beneficial demand reduction opportunities.

						 		ü This generally occurs as part of the contract management process once the supplier has been selected.		ü Opportunities for innovation and demand reduction occur at supplier selection and contract management stage.		ü Opportunities for innovation and demand reduction occur both at supplier selection and contract management stage.

										ü  At supplier selection stage, specifications are generally output focused however non-financial objectives are clearly communicated.		ü  At supplier selection stage, specifications are generally outcome focused to encourage innovation in supplier submissions.

		5.5		1		2		3		4		5

		Details

		6		Contract management

		6.1		Is there a contract management framework in place which enhances the efficiency and effectiveness of procurement activity undertaken?

				No		Yes		Yes		Yes		Yes

				û There is no framework in place to manage contracts. Contracts are managed through day to day business practices.		ü There is a basic contract management framework in place that ensures, governance of contract management, development of service level agreements, and communication to key suppliers and stakeholders.		ü There is a contract management framework in place that ensures governance, communication, and risk frameworks are applied.		ü There is a comprehensive contract management framework in place that ensures governance, communication and risk frameworks are applied consistently. 		ü There is a comprehensive contract management framework in place that ensures governance, communication and risk frameworks are applied consistently. 

								ü This framework ensures a consistent approach to contract management covering onboarding, data management, conflict resolution and offboarding processes.		ü The framework offers a flexible approach based on an assessment of the supplier risk and the good/service’s importance.		ü The framework offers a flexible approach based on an assessment of the supplier risk and the good/service’s importance.

												ü The framework includes specific guidance (on opportunities) to leveraging benefits during the contract management phase.

		6.1		1		2		3		4		5

		Details

		6.2		Are supplier and stakeholder relationships actively managed on an ongoing basis to assist in the achievement of quality procurement outcomes?

				No		Yes		Yes		Yes		Yes

				û Supplier management is inconsistent and based on day-to-day priorities. 		û However, procurement planning is largely driven by contract end dates and there is insufficient capability to leverage strategic opportunities.		ü Contract management plans are in place for key suppliers which forms the basis for the management of supplier relationships.		ü Contract management plans are in place for all non-transactional procurement.		ü Contract management plans are in place for all non-transactional procurement.

						û No contract management plans are in place.		û However, there is little differentiation in the approach to contract management planning between suppliers.		ü The approach to contract management planning is flexible based on the supplier risk analysis and the good/services importance.		ü The approach to contract management planning is flexible based on the supplier risk analysis and the good/services importance.

										ü This increases the efficiency of contract management processes and allows for the prioritisation of key suppliers.		ü This increases the efficiency of contract management processes and allows for the prioritisation of key suppliers.

												ü These plans are linked to the overall risk management processes so identified supplier risks are actively mitigated.

		6.2		1		2		3		4		5

		Details

		6.3		Are there clear performance requirements in place for suppliers that are actively managed?

				No		Yes		Yes		Yes		Yes

				û There are no performance requirements in place.		ü Some suppliers’ performance is tracked with basic tools and manual processes. This varies by business unit and procurement type.		ü There are basic tools and manual processes to measure some suppliers’ performance, mainly at a high level.		ü There are standard processes to measure the performance of all suppliers.		ü There are standard processes in place to measure the performance of all suppliers.

								û This information is not shared or only partly shared with suppliers to improve collaboration.		ü Information is shared with suppliers to improve the level of service collaboration and efficient procurement outcomes.		ü In addition, specific KPIs have been developed for key suppliers based on procurement objectives.

												ü These are monitored, communicated with the client and used to improve collaboration and efficient outcomes.

		6.3		1		2		3		4		5

		Details

		6.4		Is procurement spend reporting used to proactively identify cost reduction or service improvements?

				No		Yes		Yes		Yes		Yes

				û There is no tracking of spend metrics of contracts for purposes other than compliance checks.		ü Business units/cost centres are responsible for managing budgets only.		ü Business units/costs centres track major suppliers’ spend.		ü Spend in key categories is tracked and collated in a way which allows for meaningful comparison and analysis (e.g. collated into procurement categories).		ü Spend in key categories is tracked and collated in a way which allows for meaningful comparison and analysis (e.g. collated into procurement categories).

								û But it is often across multiple IT systems and not collated in a way which allows for meaningful spend analysis.				ü This analysis is used to analyse key demand and supply and to identify potential cost reduction or service improvements.

		6.4		1		2		3		4		5

		Details

		7		Performance management

		7.1		Is the performance of the procurement function known, monitored and used to drive continuous improvements?

				No		Yes		Yes		Yes		Yes

				û There is no monitoring of procurement performance and/or procurement is integrated into a corporate function.		ü Procurement performance metrics have been developed. 		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.

						û However, they are not used consistently and/or are largely reliant on qualitative measures. 		ü The metrics largely focus on procurement financial metrics however may also include some other qualitative measures.		ü The metrics are relevant to the procurement activities and address people, customers, suppliers, and operational activities as well as financials.		ü The metrics are relevant to the procurement activities and address people, customers, suppliers, and operational activities as well as financials.

						û Usefulness of metrics is limited by the quality of procurement data available.						ü Performance targets have been developed and communicated to relevant employees.

		7.1		1		2		3		4		5

		Details

		7.2		Is external benchmarking used to identify performance gaps, set target performance levels, and identify process changes to close the gaps?

				No		Yes		Yes		Yes		Yes

				û There is no external benchmarking used.		ü Some categories and business units use external benchmarking to identify performance gaps.		ü External benchmark is used to identify performance gaps for procurement activities.		ü External benchmarks are used to identify performance gaps for procurement activities, and used to develop detailed development plans.		ü External benchmarks are used to identify performance gaps for procurement activities, and used to develop detailed development plans.

						û However, this generally occurs in an ad hoc way and no formal development plans are generated.		ü This is used to develop detailed development plans.		ü Performance against development plan is regularly assessed.		ü Performance against development plan is regularly assessed.

												ü Performance targets are set and internally communicated to demonstrate expectations and performance.

		7.2		1		2		3		4		5

		Details

						Additional information

						[Insert any additional information]



						Authorisation

						Signed by (Assessors): 





						Approved by (accountable officer or delegate):  
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 Answer the questions below. Enter score 1-5. Results will automatically calculate into the Agency Capability template tab.

For agencies that have previously used this tool, percentage change will automatically calculate, based on the previous year's score.
   
Note, if there is no previous year score, current year score will become the baseline to calculate year-on-year percentage increase.

This data may assist with KPI 3 for Victorian Government Purchasing Board Annual Supply report information, for applicable agencies only. 



Agency Assessment Outcome 

						Agency Assessment Outcome 

						Scores from the Agency capability tool will automatically populate in column F in this sheet

						The assessment outcome scores will help agencies to understand their capabilty in relation to the complexity of its procurement activities



		Segments				Agency Name: 						These suggested minimum performance scores should be used as a guide to indicate the types of procurement activity an agency may undertake.

						Questions		Score*		Complexity category		Suggested minimum performance score

		1. Governance		1.1		Is there a procurement policy in place? 		0

				1.2		Is there a procurement strategy in place that details its strategic direction for procurement activities?		0

				1.3		Is there a formally stipulated decision-making process and probity requirements relating to procurement activities?		0

				1.4		Is there a system in place for the identification and management of procurement related risks?		0

				1.5		Are the responsibilities of procurement workforce, financial delegates and buyers clearly communicated and monitored?		0

				1.6		What is the approval process for delegation of authority relating to procurement activities?		0

				1.7		Is spend monitored to ensure compliance with policies and value for money principles?		0



						Total governance score		0



						*It is suggested that an agency score 2 or above on each question related to Governance. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		14

										Leveraged 		22

										Focused 		31

										Strategic 		33

						Questions

		2. People and culture		2.1		Is procurement viewed as strategic by senior management?		0

				2.2		Are there employees with specific procurement knowledge?		0

				2.3		Are there mechanisms to encourage collaboration on procurement activities throughout the agency?		0

				2.4		Do recruitment, resourcing and training considerations explicitly integrate the skills needed to meet the agency procurement objectives?		0

				2.5		Do employees have a level of procurement understanding appropriate for their level of procurement engagement?		0

						Total people and culture score		0

						*It is suggested that an agency score 2 or above on questions 2.1, 2.2 and 2.5 related to People and Culture. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		8

										Leveraged 		15

										Focused 		20

										Strategic 		25

						Questions

		3. Technology and tools		3.1		Are there tools in place that facilitate a systematic and consistent approach to procurement and purchasing activities?		0

				3.2		Is procurement data managed and stored in a way which facilitates accurate expenditure reporting and tracking?		0

				3.3		Are procurement policies, tools, contract data and training information available in a consistent technology platform and format?		0



						Total technology and tools score		0

						*It is suggested that an agency score 1 or above on each question related to Technology and Tools. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		3

										Leveraged 		6

										Focused 		6

										Strategic 		9

						Questions

		4. Procurement processes		4.1		Are regular and constructive procurement planning processes undertaken?		0

				4.2		Is a standard procurement process documented and consistently applied?		0

				4.3		Is there a central group within the agency that supports the development of contracts?		0

				4.4		Is there a complaints management and dispute resolution process in place to address and resolve procurement related complaints?		0



						Total procurement and processes score		0





						*It is suggested that an agency score 2 or above on each question related to Procurement processes. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		8

										Leveraged 		12

										Focused 		13

										Strategic 		18

						Questions

		5. Sourcing/Category management		5.1		Are there documented category plans in place for all categories?		0

				5.2		Are activities undertaken to identify opportunities to aggregate spend with other business units/agencies, including joint tenders or being a lead for a state purchasing contract?		0

				5.3		Are supplier and stakeholder relationships actively managed during the sourcing process to assist in the achievement of quality procurement outcomes?		0

				5.4		Is a broad set of information utilised for analysis of key categories?		0

				5.5		Are there initiatives to identify innovation or demand reduction opportunities?		0



						Total sourcing/category management score		0



						*It is suggested that an agency score 1 or above on each question related to Sourcing/Category management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		5

										Leveraged 		10

										Focused 		14

										Strategic 		19

						Questions

		6. Contract Management		6.1		Is there a contract management framework in place which enhances the efficiency and effectiveness of procurement activities undertaken?		0

				6.2		Are supplier and stakeholder relationships actively managed on an on-going basis to assist in the achievement of quality procurement outcomes?		0

				6.3		Are there clear performance requirements in place for suppliers that are actively managed?		0

				6.4		Is procurement spend reporting utilised to proactively identify cost reduction or service improvements?		0



						Total contract management score		0



						*It is suggested that an agency score 1 or above on each question related to Contract management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		4

										Leveraged 		10

										Focused 		10

										Strategic 		19

						Questions

		7. Performance Management		7.1		Is the performance of the procurement function known, monitored and used to drive continuous improvements?		0

				7.2		Is external benchmarking used to identify performance gaps, set target performance levels and identify process changes to close the gaps?		0

						Total performance management score		0

						*It is suggested that an agency score 1 or above on each question related to Performance management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		2

										Leveraged 		5

										Focused 		6

										Strategic 		8

						Additional information

						[Insert any additional information]



						Authorisation 

						Signed by (Assessors):  





						Approved by (accountable officer or delegate):  
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drop box data

		Matter resolved 

		Still under investigation

		Not resolved
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		Escalated to external party

		Good

		Service
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		strategic

		RFQ

		RFT		limited/open

		EOI

		open

		closed

		stage 1 - planning

		stage 2 - prior to contract execution

		stage 3 - contact management
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Procurement Capability Framework - Goods and Services 

Find out about the skills and behaviours needed in procurement roles and functions

What is the procurement capability framework?

The procurement capability framework is a resource for agencies and buyers. It describes the skills and behaviours needed in procurement roles and functions.

This is not an assessment tool. It is a framework that helps identify and increase procurement capability. It provides an opportunity for agencies and buyers to work towards:

· identifying learning opportunities  

· increasing workforce skills

Who is this framework for?

The framework is for buyers who:

· work in a role that is procurement or contract management focused, and want to develop their capability

· want a career in procurement

[bookmark: _Hlk43132834][bookmark: _Toc29298810]How to use the procurement capability framework 

There are different ways to use this framework,

· for buyers

· for managers

For buyers in a procurement role or people who aspire to work in a procurement focused role.

A buyer whose main role in procurement can use this framework to identify:

· what they are currently doing 

· what they should be doing 

· what they do well 

· what capability gaps exist in relation to their current role

· what direction they want their procurement career to take

Review each capability and determine which are relevant to the role.

Review the columns with descriptors: 

· knowledge, skill and ability and

· expected behaviours and evidence of achievement

Determine the relevant skill level for the selected capabilities: 

· foundation

· adept

· advanced. 

Use the framework as a conversation starter with a manager or mentor, to help verify or identify strengths and areas for development.

It is not unusual to display different skill levels across the capabilities. For example, an experienced contract manager may rate:

· advanced for contract management

· foundation for policy development

[bookmark: _Toc29298814][bookmark: _Hlk43132855]For buyers whose role is to manage a procurement team or function 

Buyers who manage a procurement team or function can use the framework to:

· identify current capability level and gaps across the agency/team, and develop actions to address those gaps 

· identify the various role requirements within their own team against the capability of their people

· develop position descriptions

· manage and carry out workforce planning and resourcing, and

· work on promoting government procurement careers and attracting people to procurement roles

Managers and team members can use the capability framework for performance conversations. 

Use role relevant statements to establish base expectations or a performance benchmark for all team members. The statements in the ‘behaviour’ columns are useful to highlight what they see people do, now and in the future. 

A manager may decide a team needs people with foundation level procurement skills and behaviours across all capabilities. This capability level supports an agency’s known procurement needs. When more complex procurement activities arise, they may need a more experienced practitioner or a procurement expert. For example, the manager may need to lead the project and have others shadow or support them while they learn. 

When developing position descriptions, the procurement capability framework allows you to pick and choose the most relevant descriptors for a role. The descriptors are relevant to procurement. They do not align directly with the classification descriptors in Schedule E of the Victorian Public Service Enterprise Agreement 2016.



For agency use

The level of capability within an agency needs to align with the level of complexity of the procurement activities its conducts or plans to conduct.

Use this capability framework to identify individual or team capability. 

Use the agency capability assessment tool (or equivalent) in addition to an agency’s internal frameworks and policies. 

Capability may vary across people and teams. The results from the agency capability assessment will help the agency to develop appropriate policies, processes and resources to support people managing procurement activities. 




The procurement capability framework

The procurement capabilities, the capability levels and corresponding descriptors are explained in the following tables.

[bookmark: legislative][bookmark: _Toc29298820][bookmark: _Hlk42714500][bookmark: _Hlk42714601][bookmark: _Hlk20299878]



Legislative and policy context 

Knowledge of legislative requirements and political priorities, how to implement them and their implications for procurement practice and outcomes. Legislative and policy context capability applies to every stage of the procurement process.

		Legislative and policy context

		Knowledge, skill, ability

		Current

		Future

		Behaviours and evidence of achievement

		Current

		Future



		Foundation

		Awareness and/or knowledge of policies and legislation relevant to procurement activities, for example, Victorian Government Purchasing Board supply policies, construction ministerial directions and relevant tools and templates.



		☐



		☐



		Identifies and applies relevant legislation, policies, tools and templates to procurement activities.

		☐



		☐





		

		Understands government and organisational processes, and how they impact procurement activities.

		☐



		☐



		Researches specific legislative, policy and process information that affects a procurement activity.

		☐



		☐





		

		Applies procurement legislation, policy knowledge, tools and templates to manage transactional procurement activities.

		☐



		☐



		Follows procurement processes to complete tactical activities within the specified framework(s), using the relevant tools and templates.

		☐



		☐





		

		Can communicate procurement-related legislation, policies and processes to stakeholders.

		☐



		☐



		Gives appropriate tactical procurement information and advice/direction to stakeholders on legislation, policies, tools and templates.

		☐



		☐





		

		

		

		

		Guides others to interpret the intent of procurement-related legislation, policies, tools and templates.

		☐



		☐





		Adept

		Understands government procurement legislation and organisational procurement policies, processes and framework

		☐



		☐



		Identifies, interprets and applies relevant legislation, policy and processes to procurement activities.

		☐



		☐





		

		Applies government principles, policies and legislation in leading, managing and undertaking procurement activities.

		☐



		☐



		Contributes to public procurement policy, frameworks and processes by making recommendations, and adapts organisational policy and processes to business requirements, including developing or updating policy, tools and templates.



		☐



		☐





		

		Can effectively communicate the intent and application of procurement legislation, policies and processes.

		☐



		☐



		Reviews, identifies and manages issues and risks related to procurement legislation, policies and processes to ensure compliance.

		☐



		☐





		

		Can influence others to apply appropriate procurement legislation, policies and practices, tools and templates.

		☐



		☐



		Supports others to identify and treat risks; and helps them apply appropriate procurement practices, tools and templates.

		☐



		☐





		Advanced

		Understands how legislation and organisational policy and process applies and can be adapted to achieve the required procurement outcome.

		☐



		☐



		Interprets and effectively applies the intent underpinning public legislation, state government and organisation-specific tools, templates, policies and processes to a variety of procurement activities.



		☐



		☐





		

		Can interpret procurement legislation and policy to provide expert direction and ensure appropriate application.

		☐



		☐



		Gives advice and leadership to challenge and drive legislative, policy and process change to shape the government procurement framework.

		☐



		☐





		

		Understands and applies procurement legislation knowledge to develop and implement strategic organisational policies and processes.

		☐



		☐



		Proactively identifies, manages and resolves issues and risks, and prepares for emerging government priorities to ensure compliance with the intent of legislation and policy.



		☐



		☐





		

		Can develop and implement strategies to effectively communicate and influence others to adopt pertinent procurement practices.

		☐



		☐



		Provides leadership to develop and implement strategies to effectively influence senior stakeholders, including implementing legislation and policies consistently.

		☐



		☐





		

		Can identify and work with relevant stakeholders to update and govern the procurement process to apply best practice procurement processes across the organisation.

		☐



		☐



		

		

		










[bookmark: Commercial]Commercial acumen and negotiation 

Commercial skills such as understanding cost drivers, profit margins and benchmarking, as shown by achieving commercial outcomes from implementing the procurement process. This includes knowledge of own business and supplier markets. Commercial acumen and negotiation capability apply to every stage of the procurement process.

		Commercial Acumen and negotiation

		Knowledge, skill, ability

		Current 

		Future

		Behaviours and evidence of achievement

		Current

		Future



		Foundation



		Understands organisational objectives, strategy and priorities in relation to procurement activities.

		☐

		☐

		Develops procurement solutions aligned with organisational strategy and priorities.

		☐

		☐





		

		Aware of industry and supplier markets related to organisational procurement activities.

		☐

		☐

		Incorporates industry and supplier market information into procurement planning and outcomes.

		☐

		☐





		

		Understands business needs and how to develop requirements that industry can respond to.

		☐

		☐

		Supports and helps internal stakeholders to develop business requirements by assessing business needs against the supply market and providing guidance to internal stakeholders.



		☐

		☐



		

		Acts with integrity, builds rapport, trust and confidence with internal and external stakeholders to successfully deliver tactical procurement, and support or manage negotiations.



		☐

		☐

		Negotiates basic contract and supply terms and conditions including variations and changes.

		☐

		☐



		

		Understands key procurement processes including offer, acceptance, performance, contract terms and conditions.

		☐

		☐

		Interacts professionally with internal and external stakeholders to carry out or support negotiation activities.

		☐

		☐





		

		Understands innovative contracting approaches such as agile and performance-based contracting.

		☐

		☐

		Ensures contract clauses are consistent with procurement acquisition strategy.

		☐

		☐



		Adept

		Translates organisational strategies and priorities into procurement activities and outcomes

		☐

		☐

		Develops commercial procurement strategies that meet organisational objectives and lead to improved business outcomes

		☐

		☐



		

		Analyses and aligns business needs with market capability to deliver value-for-money outcomes.

		☐

		☐

		Assesses business requirements and market capability to inform procurement decisions and advise stakeholders.

		☐

		☐



		

		Analyses accurately and interprets and identifies appropriate commercial opportunities that align with business objectives to deliver business outcomes.

		☐

		☐

		Works collaboratively to develop specifications that meet business objectives and align with market capability.

		☐

		☐



		

		Has the ability, knowledge and confidence to clarify business requirements with internal stakeholders. Knows when it is appropriate to challenge the status quo.

		☐

		☐

		Conducts negotiations with professionalism and integrity, ensures clarity of business requirements and contract obligations.

		☐

		☐



		Adept (cont)

		Builds rapport, trust and confidence with internal and external stakeholders to lead moderately complex negotiations successfully.

		☐

		☐

		Communicates clearly, actively listens, manages emotions, clarifies, documents and leads moderately complex negotiations.

		☐

		☐



		

		Understands motivations and priorities of internal and external stakeholders and successfully negotiates required outcomes.

		☐

		☐

		Negotiates on complex elements such as escalation, warranty, indemnity, intellectual property, insurance and service levels or key performance indicators to optimise value-for-money outcomes.

		☐

		☐



		

		Understands procurement processes, contract terms and conditions, develops negotiation priorities and identifies appropriate concessions.

		☐

		☐

		Maintains a flexible approach to respond effectively to challenging situations. 

		☐

		☐



		

		

		

		

		Works with all VGPB template agreements and consults commercial lawyers to deliver focused, leveraged and moderately complex contracts.

		☐

		☐



		

		

		

		

		Uses innovative contracting approaches such as agile and performance and outcome-based contracting.

		☐

		☐



		Advanced

		Translates and influences organisational strategies, priorities and business objectives to optimise the impact of procurement activities and outcomes.

		☐

		☐

		Skilfully delivers complex commercial outcomes.

		☐

		☐



		

		Applies business, market and procurement evidence-based knowledge to solve problems and create opportunities for change.

		☐

		☐

		Maintains ongoing, collaborative working knowledge of the business and supply markets to identify evidence-based opportunities and drivers for change.

		☐

		☐



		

		Knows when and how to effectively challenge the status quo to influence procurement decisions and change processes.

		☐

		☐

		Demonstrates the benefits associated with partnering with commercial entities to deliver value to stakeholders.

		☐

		☐



		

		Can lead and influence stakeholders to adopt and successfully implement innovative procurement processes to deliver value-for-money outcomes.

		☐

		☐

		Leads complex negotiations with professionalism and integrity, ensures clarity of business requirements and contract obligations.

		☐

		☐



		

		Anticipates stakeholder drivers, priorities and actions to leverage negotiation outcomes.

		☐

		☐

		Instigates and creates opportunity to resolve problems, create solutions and progress mutually beneficial outcomes.

		☐

		☐



		

		Understands establishment and use of complex contracts, terms and conditions.

		☐

		☐

		Influences the development and delivery of complex contracts/agreements in consultation with commercial lawyers.

		☐

		☐



		

		Develops negotiation priorities and identifies appropriate concessions to deliver value-for-money outcomes.

		☐

		☐

		Gathers and applies leading edge procurement negotiation thinking and practice to deliver strategic outcomes.

		☐

		☐



		

		Can shape the procurement / negotiation strategy to deliver outcomes that solve problems and mitigate risk.

		☐

		☐

		Astutely assesses and applies a ‘best alternative to a negotiated outcome’ when a mutually beneficial solution cannot be reached.

		☐

		☐



		Advanced (cont)

		Can identify and appropriately implement a ‘best alternative to a negotiated outcome’.

		☐

		☐

		Demonstrates resilience, persistence and discipline to implement negotiation strategy.

		☐

		☐





[bookmark: _Relationship_management_(internal][bookmark: Relationship]


Relationship management (internal and external) and communication

Developing strategic relationships with internal and external stakeholders through effective communication, influence and leadership. Relationship management (internal and external) and communication capability applies to every stage of the procurement process.

		Relationship management and communication

		Knowledge, skill, ability

		Current

		Future

		Behaviours and evidence of achievement

		Current

		Future



		Foundation

		Identifies and engages with appropriate internal and external stakeholders relevant to the procurement activity.

		☐



		☐



		Investigates stakeholder networks to identify relevant stakeholders for collaboration.

		☐



		☐





		

		Develops constructive and collaborative relationships with internal and external stakeholders.

		☐



		☐



		Develops, maintains and implements stakeholder matrixes and procurement activity engagement plans.

		☐



		☐





		

		Addresses conflict and facilitates effective working relationships between internal and external stakeholders.

		☐



		☐



		Manages effective communication processes and uses appropriate channels.

		☐



		☐





		

		Communicates effectively with internal and external stakeholders using a range of processes and channels.

		☐



		☐



		Keeps internal and external stakeholders informed.

		☐



		☐





		

		Can actively listen and clarify understanding in discussions and in writing.

		☐



		☐



		Communicates clearly, actively listens, manages emotions, clarifies, documents and validates information.

		☐



		☐





		

		Identifies and shares appropriate information with relevant stakeholders (including manager), consistent with probity principles

		☐



		☐



		Recognises, respects and incorporates the diversity of stakeholder views and perspectives

		☐



		☐





		

		Aware of own biases, and recognises and mitigates their potential impacts

		☐



		☐



		Acts with integrity and professionalism, in line with probity principles, when engaging with stakeholders

		☐



		☐





		Adept

		Able to build constructive relationships with internal and external stakeholders including senior leaders/management, portfolio leaders, steering committees and project boards.

		☐



		☐



		Establishes and maintains strategic/cross-functional relationships relevant to a moderately complex procurement activity.

		☐



		☐





		

		Identifies and engages with more distantly impacted stakeholders, such as unions, industry bodies and associations

		☐



		☐



		Develops and implements structured stakeholder engagement strategies and plans to manage relationships.

		☐



		☐





		

		Able to effectively manage moderately complex issues in stakeholder meetings

		☐



		☐



		Effectively interacts with project boards and stakeholders on moderately complex procurement activities.

		☐



		☐





		

		Communicates effectively with internal and external stakeholders using a broad range of processes and channels.

		☐



		☐



		Exemplifies integrity and professionalism when engaging with all stakeholders, consistent with probity principles.

		☐



		☐





		

		Productively manages conflict and facilitates strong working relationships.

		☐



		☐



		Engages stakeholders early to set and align expectations and create a productive working relationship.

		☐



		☐





		

		Leverages relevant relationships and communicates effectively to achieve organisational objectives, in alignment with probity principles.

		☐



		☐



		Adjusts interpersonal style and approach to deliver key messages.

		☐



		☐





		

		Continuously drives internal and external stakeholder relationships to create mutually beneficial opportunities.

		☐



		☐



		Encourages diversity of stakeholder contributions, views and perspectives and integrates these into procurement activities and outcomes.

		☐



		☐





		

		Identifies and adapts communication style to maximise impact and influence.

		☐

		☐

		Maintains, builds and effectively leverages a network of stakeholder relationships.

		☐

		☐



		Adept (cont)

		Identifies and shares appropriate data and insights with relevant stakeholders to build and strengthen relationships.

		☐

		☐

		Provides advice to help less experienced practitioners.

		☐

		☐



		Advanced

		Able to build and maintain strategic relationships with internal and external stakeholders from diverse backgrounds including board members, senior leaders, managers and executives.



		☐



		☐



		Proactively maintains and leverages an ongoing network of diverse strategic relationships, builds trust and influence.

		☐



		☐





		

		Able to strategically and respectfully leverage relationships to gain market intelligence, address issues, advance mutual interests and share information.



		☐



		☐



		Works with strategic, high impact stakeholders to align interests and advance relationships to deliver procurement outcomes.

		☐



		☐





		

		Uses sound judgement to manage and develop relationships while effectively balancing stakeholder and organisational priorities and build government reputation for being a partner of choice.



		☐



		☐



		Partners with relevant government and industry bodies, such as industry and community associations.

		☐



		☐





		

		Communicates clearly and effectively in challenging, complex situations. Able to clearly identify common ground, objectives, issues, needs and wants to facilitate outcomes.

		☐



		☐



		Manages complex, sensitive or difficult relationships with professionalism, respect and integrity.

		☐



		☐





		

		

		

		

		Anticipates and develops strategic plans to address and influence stakeholder issues.

		☐



		☐





		

		

		

		

		Aligns interpersonal style, recognising and respecting diversity, culture and business norms to communicate more effectively and advance stakeholder relationships.

		☐



		☐





		

		

		

		

		Leads and promotes probity principles and integrity in all direct and indirect interactions with stakeholders.

		☐



		☐












[bookmark: _Procurement_planning_and][bookmark: Procurement]Procurement planning and analysis

Developing procurement strategies and plans that leverage market and supply and demand knowledge to appropriately balance opportunities with risk to maximise value-for-money outcomes.

		Procurement planning and analysis

		Knowledge, skill, ability

		Current

		Future

		Behaviours and evidence of achievement

		Current

		Future



		Foundation

		Can carry out tactical procurement planning, including data analysis, and contribute to more complex procurement planning and category management.

		☐

		☐

		Develops documentation for tactical procurements, which justifies decisions, applies analytical reasoning, details the strategy and gives options and recommendations.



		☐

		☐



		

		Undertakes desktop market analysis and research to support tactical, or project-specific procurements including financial cost–benefit and risk management analyses.

		☐

		☐

		Supports procurement project planning and contributes to developing a business case that reflects the strategy/ needs/requirements for more complex procurements.



		☐

		☐



		

		Supports developing options, solutions, recommendations and strategies, and plans activities to deliver value for money, and seeks advice on more complex procurements.

		☐

		☐

		Documents options, plans, solutions, recommendations and risks to support more complex procurements.

		☐

		☐



		

		Undertakes project-specific risk analysis, to mitigate and manage project risks associated with tactical procurement (resourcing, timeframe, specifications, budget).

		☐

		☐

		Collaborates with stakeholders to identify opportunities and manage commercial, (contractual, operational, financial, reputational, ethical and supply chain) risks.



		☐

		☐



		

		Aware of basic planning and analysis tools such as SWOT (strengths, weaknesses, opportunities and threats) and how they apply to procurement activities.



		☐

		☐

		Uses basic analysis and planning tools when developing procurement strategy, options and recommendations.

		☐

		☐



		

		Understands and applies probity principles, confidentiality and conflict of interest management in procurement projects.

		☐

		☐

		Applies probity principles to specific tactical procurement activities.



		☐

		☐



		

		Aware of their role in relation to implementing the organisational procurement strategy.

		☐

		☐

		Creates appropriate purchase processes, ensures that stakeholders can effectively use the contract and ensures supplier onboarding occurs.

		☐

		☐



		

		Understands procurement technology and the implications of operationalising the procurement to ensure timely and accurate order and payment processes.



		☐

		☐

		

		

		



		Adept

		Undertakes comprehensive, credible external research, including interacting with the market, to develop the benefit, risk and financial analysis for planning moderately complex procurements and categories. Contributes to complex procurement plans and strategies.



		☐

		☐

		Develops comprehensive, well-researched business cases and/or briefs that reflect the needs/requirements and justifies recommendations with appropriate evidence, including data analysis.

		☐

		☐



		

		Applies a variety of planning and analysis tools to develop innovative procurement strategies and market approaches for moderately complex procurements. Uses economic principles to inform decisions.





		☐

		☐

		Influences decision-making in relation to procurement plans and strategies, including organisational and category plans.

		☐

		☐



		Adept (cont)

		Leverages technology and identifies innovative options, solutions, recommendations, strategy and plans activities to deliver benefits and value-for-money outcomes, accounting for risks associated with moderately complex procurements.



		☐

		☐

		Gives sound advice and guidance on procurement planning and strategies and delivers innovative solutions.

		☐

		☐



		

		Identifies and addresses strategic implications of changing supply and demand on organisational procurement strategies.

		☐

		☐

		Collaborates with stakeholders to develop plans to shape procurement activities and mitigate commercial, contractual, operational, financial, reputational, ethical and supply chain risks.



		☐

		☐



		

		Develops and plans appropriate risk allocation between contracting parties.

		☐

		☐

		Implements and incorporates risk management and allocation as part of strategy development and planning.



		☐

		☐



		

		Anticipates, identifies and manages potential probity issues such as conflicts of interest as part of planning all procurement activities.

		☐

		☐

		Adjusts procurement plans to align with current or predicted supply and demand conditions.



		☐

		☐



		

		

		

		

		Incorporates probity mitigation strategies in planning procurement activities.

		☐

		☐



		Advanced

		Leads research and development of the benefit, risk and financial analysis of strategic and complex procurement activities.

		☐

		☐

		Leads, develops and advises on complex, strategic business cases and briefs, based on credible and relevant evidence.

		☐

		☐



		

		Skilfully applies complex planning and analysis tools, strategic insight and emerging trends and technology solutions to develop innovative strategies, market approaches and plans for strategically complex procurements.



		☐

		☐

		Determines and articulates procurement strategies taking into account ambiguities, challenges, changing circumstances and consequences.

		☐

		☐



		

		Interprets supply and demand dynamics to inform procurement plans and decisions for complex categories or procurements.

		☐

		☐

		Encourages innovative thinking and develops innovative solutions for complex and strategic procurement activities and associated risks, using innovative tools like game theory.



		☐

		☐



		

		Anticipates potential strategy and category risks and integrates mitigation strategies into procurement plans.

		☐

		☐

		Uses good judgement to evaluate the feasibility of innovative strategies, plans and solutions and takes appropriate action.

		☐

		☐



		

		Develops organisational forward procurement plans and leverages aggregation opportunities.

		☐

		☐

		Encourages and influences the development of comprehensive risk mitigation and procurement plans.



		☐

		☐



		

		Anticipates probity risks and develops solutions for complex, strategic probity issues associated with strategically complex procurement activities.

		☐

		☐

		Incorporates probity mitigation strategies in strategically complex procurement activities.

		☐

		☐








[bookmark: _Market_knowledge_–][bookmark: Market]Market knowledge – approach, evaluation and selection

Developing and implementing appropriate market approaches to successfully execute procurement strategy and plans

		Market knowledge

		Knowledge, skill, ability

		Current

		Future

		Behaviours and evidence of achievement

		Current

		Future



		Foundation

		Has a solid working knowledge of market engagement tools and templates, and evaluation, execution and approval processes and procedures.



		☐



		☐



		Uses market approach tools and templates to develop well-structured and concise market engagement documentation and materials, including specifications.

		☐



		☐





		

		Maintains an understanding of current market factors.

		☐



		☐



		Adapts specifications to be practical to ensure accurate market interpretation and meet organisational needs.

		☐



		☐





		

		Can match organisational needs with market capability.

		☐



		☐



		Ensures endorsement of market approach and evaluation plans to enable timely market engagement.

		☐



		☐





		

		Can select appropriate procurement methods and market approaches to deliver value-for-money (incl. social) outcomes for tactical procurements.



		☐



		☐



		Facilitates and manages the evaluation process, including supplier due diligence checks, completing reporting and recommending preferred supplier.

		☐



		☐





		

		Able to successfully execute and implement tactical procurement strategies and plans, in accordance with probity principles.

		☐



		☐



		Clearly documents benefits and rationale for selection decisions.

		☐



		☐





		

		Can facilitate a fair and equitable selection process to deliver value for money including social outcomes for tactical procurements.

		☐



		☐



		Manages the release of market approach documents, the out-to-market process, receipt of responses and compliance review, in accordance with probity principles.

		☐



		☐





		

		Able to manage the implementation of tactical procurement project plans and to incorporate subsequent changes.

		☐



		☐



		

		

		



		Adept

		Has knowledge and can apply a broader range of market engagement approaches including alternative paths to market, agile, reverse e-auctions, early market engagement and category management.



		☐



		☐



		Adapts, modifies or acquires tools, templates and processes to implement more diverse market engagement approaches.

		☐



		☐





		

		Considers a diverse range of financial and non-financial benefits to be delivered through the procurement and benefit realisation process.

		☐



		☐



		Influences decision-makers to endorse innovative market approaches and evaluation plans to deliver value-for-money outcomes

		☐



		☐





		

		Understands more complex evaluation processes and procedures, involving multifunctional evaluation teams.

		☐



		☐



		Manages and implements more complex evaluations, including assessing alternative proposals, undertaking clarification, negotiation, conditioning, sensitivity and/or uncertainty analysis, to improve decision-making.



		☐



		☐





		

		Can successfully execute and implement moderately complex procurement strategies and plans including evaluation processes.

		☐



		☐



		Adjusts moderately complex procurement project plans and processes for changes occurring during the market engagement or evaluation stages.

		☐



		☐





		

		Can manage the implementation of moderately complex procurement project plans, amending strategy to address market dynamics and risk during the sourcing process.

		☐



		☐



		Delivers well-structured, documented rationale for selection decisions in moderately complex procurement processes and provides advice to others on how to fairly evaluate value-for-money proposals.



		☐



		☐





		Adept (cont)

		Able to design and deliver a fair and equitable selection process to deliver value for money, including social outcomes for moderately complex procurements.



		☐



		☐



		Initiates and completes due diligence including financial, probity, director, referee, background checks, as required to address supplier risks.

		☐



		☐





		

		Knows when to engage a probity adviser/auditor, seek advice and address potential integrity issues and risks involving the procurement process, evaluation or supplier selection.

		☐



		☐



		Manages moderately complex market engagements including hosting supplier briefings and responding to more complex questions, in accordance with probity principles

		☐



		☐





		Advanced

		Keeps abreast of advances in knowledge and trends of innovative and strategic market engagement approaches.

		☐



		☐



		Implements innovative, strategic market engagement approaches, applying procurement best practice processes, guiding and supporting colleagues and peers to improve organisational capability.



		☐



		☐





		

		Applies and champions contemporary procurement ‘best practice’ processes including innovative alternative paths to market.

		☐



		☐



		Develops new tools, templates and processes to implement more diverse, non-standard market engagement approaches.

		☐



		☐





		

		Identifies and delivers strategic and innovative value-for-money benefits, in sensitive situations, through skilful market engagement and ethical evaluation processes.

		☐



		☐



		Manages and influences challenging stakeholders and decision-makers to support strategic and innovative value-for-money and social benefit outcomes, while maintaining project schedules.



		☐



		☐





		

		Able to apply sensitivity analysis to evaluation processes, manage diverse, complex multifunctional evaluation teams and stakeholders with diverging interests.



		☐



		☐



		Champions innovative evaluation approaches and processes, including the assessment of alternative proposals involving complex procurements.

		☐



		☐





		

		Able to anticipate and address issues, resolve more difficult process problems with integrity, to successfully execute and implement complex procurement strategies with possible state-wide implications.



		☐



		☐



		Modifies complex procurement project plans and strategies to anticipate or address emerging or existing strategic issues and risks.

		☐



		☐





		

		Anticipates and is agile in managing risk and implementing complex market approach plans that create and maximise opportunities in dynamic project environments.



		☐



		☐



		Prepares and conducts strategic or sensitive briefings that could involve reputational risk or attract a high level of political or media attention. Able to manage multiple perspectives and respond to political concerns.

		☐



		☐





		

		Knows the best approach to take to effectively seek probity advice/audit to address high complexity, high-risk, strategic issues.

		☐



		☐



		

		

		










[bookmark: _Contract_design_and][bookmark: Contract]Contract design and management

Designing fit for purpose contracts. Developing and applying contract management methodologies to effectively manage supplier and buyer obligations and deliver value-for-money outcomes, while resolving contract issues and ensuring delivery of goods and services in line with contract terms.

		Contract design and management

		Knowledge, skill, ability

		Current

		Future

		Behaviours and evidence of achievement

		Current 

		Future



		Foundation

		Able to incorporate the negotiated or agreed outcome into a workable contract document and organises execution of tactical contracts.

		☐



		☐



		Engages with relevant stakeholders to complete contracting processes, validates final offer and reflects agreed outcome in the contract.

		☐



		☐





		

		Knows how to develop and apply effective tactical implementation and transition plans, where required, to enter and exit contracts.

		☐



		☐



		Develops and implements contract management and transition plans where applicable.

		☐



		☐





		

		Able to effectively conduct supplier debriefs and provide constructive feedback, in accordance with probity principles.

		☐



		☐



		Notifies and skilfully debriefs unsuccessful suppliers.

		☐



		☐





		

		Knows how to manage the supplier to ensure that the contractual benefits are realised.

		☐



		☐



		Ensures that benefits are monitored and realised over the contract term.

		☐



		☐





		

		Identifies and monitors performance indicators and implements appropriate corrective actions in collaboration with the supplier.

		☐



		☐



		Administers contracts fairly, conducts supplier performance reviews and provides relevant feedback with integrity.

		☐



		☐





		

		Knows when to vary a contract and how to efficiently, effectively implement changes.

		☐



		☐



		Manages and maintains contracts effectively to deliver value throughout their term.

		☐



		☐





		

		Prepares contract completion reviews and gathers relevant information to support continuous improvement.

		☐



		☐



		Prepares contract completion reports in a timely manner.

		☐



		☐





		Adept

		Skilled in developing well-structured contracts and collaborating with stakeholders to manage the execution of contract documents.



		☐



		☐



		Collaborates with relevant stakeholders to resolve complex contract matters to complete and execute contracts.

		☐



		☐





		

		Knows how to develop and apply complex contract implementation and transition plans to manage risks and effectively enter and exit contracts.



		☐



		☐



		Designs and implements contract management strategies and processes, reflecting the contract objectives and adopts a collaborative supplier relationship management approach.

		☐



		☐





		

		Skilfully prepares and effectively delivers complex supplier debriefs in a way that builds future supplier capability and maintains relationships.



		☐



		☐



		Champions the use of effective governance structures, supplier debriefs and contract management plans with relevant stakeholders and guides others towards best practice.

		☐



		☐





		

		Develops effective benefit tracking mechanisms and works with the supplier to ensure the realisation of mutual contractual benefits.



		☐



		☐



		Leads contract review meetings with suppliers, providing evidence-based feedback and evidence to address contract performance and risk.

		☐



		☐





		

		Develops and implements complex contract performance reviews and collaborates with the supplier to develop improvement plans and address issues.

		☐



		☐



		Collaborates with stakeholders to address issues, enhance contract performance and realise benefits.

		☐



		☐





		Adept (cont)

		Knows when and how to negotiate contract variations and changes consistent with the contract intent, to deliver mutual benefits and enhance outcomes.



		☐



		☐



		Manages and adjusts complex strategic contracts to meet the intent of the business need and to deliver mutual benefit.

		☐



		☐





		

		Able to anticipate, address and mediate potential sources of contract risk, disputes and issues to minimise the risk of disruption, delay or delivery of contract outcomes.

		☐



		☐



		Anticipates issues and risks and identifies ways of managing these before they affect the contract (for example, health and safety or resource retention).



		☐



		☐





		

		

		

		

		Engages suppliers in identifying additional opportunities and works with them to maximise value-for-money outcomes.

		☐



		☐





		Advanced

		Expert in setting up well-structured contracts and managing risks for complex, strategic projects.

		☐



		☐



		Collaborates with and influences strategic stakeholders to resolve complex contract matters to finalise and execute the contract.

		☐



		☐





		

		Able to develop and implement complex contract transition plans and influence stakeholders to effectively manage change

		☐



		☐



		Leads the transition of high-risk contracts that could involve political or reputational risk.

		☐



		☐





		

		Uses sound judgement to drive contract governance, performance, deliverables and outcomes to realise mutual contractual benefits associated with complex, strategic contracts.



		☐



		☐



		Encourages and coaches stakeholders to work together to realise mutual contract benefits and outcomes for complex strategic contracts.

		☐



		☐





		

		Able to influence stakeholders and re-negotiate terms, where required, to turn-around an underperforming contract and deliver outcomes.



		☐



		☐



		Develops and implements contract plans to enhance contract performance and the delivery of outcomes for complex strategic contracts including renegotiating terms and establishing new performance measures.

		☐



		☐





		

		Has a thorough understanding of contract dispute and conflict resolution processes including negotiation, mediation, arbitration and legal processes.

		☐



		☐



		Leads the resolution or negotiation of complex contract issues to avoid escalation and disruption.

		☐



		☐





		

		

		

		

		Provides guidance and leadership to internal stakeholders in developing and managing challenging contracts.

		☐



		☐














Building procurement capability

The public sector procurement workforce has an important role in helping to deliver government priorities through procurement and by ensuring all procurement activities are conducted in line with the principles of probity and integrity. 

Individuals can build their own capability by:

· taking on more challenging tasks, projects and secondments,

· reading books and articles that discuss emerging issues

· participating or presenting in webinars, conferences and group discussions

· participating in job shadowing to observe others managing challenging projects or situations e.g. contract negotiation.

· undertaking coaching

· being mentored and 

· completing formal or informal courses 



Formal education can contribute to an increase in capability. Yet people also need exposure to situations relevant to these capabilities. They need opportunities in the workplace to apply what they learn. Implementing operational and process changes encourages people to respond differently and develop new skills. 

Using this framework 

The descriptors in this framework are from the Victorian Government Procurement Capability Framework 2020, available to Internal staff via the Innovation Network Community of Practice. 

[bookmark: _Toc29298830]Other capability frameworks

This capability framework sits alongside other capability frameworks. These include the:

· Victorian Public Sector Commission Leadership Capability Framework;

· Victorian Public Sector Commission Capability Dictionary;

· Office of Projects Victoria Commercial Capability Framework;

· organisation-specific capability frameworks; and

· Chartered Institute of Purchasing and Supply Global Standard for Procurement and Supply.
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Agency-capability-assessment-tool.xlsx
ASR Template

		Department Name:



		2.1 - Summary of One-Off Supply Approvals by Category																		VGPB Use Only



				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Approval Body

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		2.2 - Process Approvals by Invitation Type (New Contracts)																		VGPB Use Only



				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Invitation Type

		Type		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Public Tender (PT)		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT and 3 Quotes		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		2.3 - Financial Variations to Process Approvals (Existing Contracts)																						VGPB Use Only



				$0 - $150,000				$150,001-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total Variations by Category

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		3 - Exceptional Procurement																		VGPB Use Only



		Number		Value

		ERROR:#REF!		ERROR:#REF!



		4 - Critical Incident Procurement																		VGPB Use Only



				$0 - $150,000				$150,000-$500,000				$500,001-$1,000,000				$1,000,001-$10,000,000				>$10,000,000				Total by Category

		Category		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value		Number		Value

		Goods		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Services		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Consultancy		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		TOTAL		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!



		VGPB Use Only

		All Referral Types		Number		Value		Average

		Public Tenders		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from Public Tender		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Exemptions from PT and 3 Quotes		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Variations		ERROR:#REF!		ERROR:#REF!		ERROR:#REF!

		Total		ERROR:#REF!		ERROR:#REF!

		Department of Education and Early Childhood Development

		Department of Human Services

		Department of Innovation, Industry and Regional Development

		Department of Justice

		Department of Planning and Community Development

		Department of Premier and Cabinet

		Department of Primary Industries

		Department of Sustainability and Environment

		Department of Transport

		Department of Treasury and Finance

		State Services Authority

		Victoria Police



&"Times New Roman,Regular"VGPB Annual Supply Report : Year 2009 - 2010		&"Times New Roman,Italic"&9Page:&P/&N


&"Times New Roman,Regular"VGPB Annual Supply Report : Year 2009 - 2010		&"Times New Roman,Italic"&9Page:&P/&N


&"Times New Roman,Regular"VGPB Annual Supply Report : Year 2009 - 2010		&"Times New Roman,Italic"&9Page:&P/&N
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Not started		


Not started		




About



				Agency Capability Assessment Tool

				About this Tool

				


				This tool is for agencies to assess the procurement maturity and capability needed to conduct its procurement activities 



				It is not mandatory to use this tool. The accountable officer (or their delegate) can choose a similar tool that meets the Victorian Government Purchasing Board supply policy.



				Agencies can use this tool to assess and score the capability of the agency or business unit in the following key areas:

				·         governance

				·         people and culture

				·         technology and tools

				·         procurement processes

				·         sourcing/category management

				·         contract management

				·         performance management





				Capability segments contain a series of questions. 
Each question has a five-point rating scale with information that outlines expectations that relate to the descriptor. 
An assessment score of one indicates no, or little procurement capability related to that question. A score of five is evidence of high-level performance.



				The Accountable Officer or delegate can use the results to help with agency procurement.



&1#&"Calibri"&11&K000000OFFICIAL		




Instructions





				How to assess agency or business unit capability

		 

		 		Instructions for use

				Agency Capability Tool

				ü    Select a person or identify a group of people to assess agency procurement maturity/capability. 
        This person or group should know how the agency manages procurement and be aware of the agency level complexity assessment.



				ü Answer each question and choose the response that describes the agency arrangements. 



				ü Choose a score between two ratings if the descriptors do not reflect the agency arrangements.
ü     Provide details under each rating in the tool, in each instance where this applies.



				Results from the agency capability tool will automatically populate into the Agency Assessment Outcome. 



				ü The Agency capability assessment is to be approved by the accountable officer or delegate



				Agency Assessment Outcome

				ü View the total score for each segment to the performance score indicated for different categories of complexity (transactional, leveraged, focused and strategic). 
         This indicates the level of procurement complexity the agency/business unit can undertake.
         For example the governance area requires a minimum of 14 points for the agency to undertake procurement activity of a transactional nature.



				         Note: If the capability assessment score is less than the minimum performance score and/or does not meet the minimum requirement for each question, the agency should:

				·     consider increasing its capability or

				·     not undertake the procurement without suport. 



				ü The agency assessment outcome is signed by the accountable officer or delegate
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Agency Capability Tool

										Year-on-year calculation						Segments		Total

										Current year score						1. Governance		0

										Previous year score						2. People and Culture		0

										Year-on-year percentage change 		ERROR:#DIV/0!				3. Technology and tools		0

																4. Procurement processes		0

																5. Sourcing/ category management		0

																6. Contract management		0

																7. Performance management		0

		Agency Capability Assessment Tool 														Current year score 		0

		1. Governance												Score 1-5

		1.1		Is there a procurement policy in place?

				No		Yes		Yes		Yes		Yes

				û No internal procurement policy in place.		Internal procurement policy in place and:		Internal procurement policy in place and:		Internal procurement policy in place and:		Internal procurement policy in place and:

						ü Is updated regularly		ü Is updated regularly		ü Is updated regularly		ü Is updated regularly

						The policy clearly articulates:		The policy clearly articulates:		The policy clearly articulates:		The policy clearly articulates:

						ü Legislative requirements for Victorian Government procurement		ü Legislative requirements for Victorian Government procurement 		ü Legislative requirements for Victorian Government procurement		ü Legislative requirements for Victorian Government procurement

								ü Probity and audit requirements of the business unit/agency.		ü Probity and audit requirements of the business unit/agency.		ü Probity and audit requirements of the business unit/agency.

										ü The requirement to develop detailed procurement plans for highly complex procurement activities.		ü The requirement to develop detailed procurement plans for highly complex procurement activities.

												ü Procurement activity is monitored to ensure policy requirements are met.

		1.1		1		2		3		4		5

		Details

		1.2		Is there a procurement strategy in place that details strategic direction for procurement activities? 

				No		Yes		Yes		Yes		Yes

				û No procurement strategy in place.		Procurement strategy in place which:		Procurement strategy in place which:		Procurement strategy in place which:		Procurement strategy in place which:

						ü  partially aligns to the overall business strategy and Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.		ü  aligns to the overall business strategy of the agency and the Victorian Government Purchasing Board procurement principles.

								ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.		ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.		ü includes defined objectives in relation to procurement and relevant, measurable performance targets relating to procurement activity.

										ü is cascaded down into the operational strategies for relevant business units or categories.		ü is cascaded down into the operational strategies for relevant business units or categories.

												ü differentiates objectives based on complexity levels of the procurement activities. 

		1.2		1		2		3		4		5

		Details

		1.3		 Is there a formally stipulated decision-making process and probity requirements relating to procurement activities?

				No		Yes		Yes		Yes		Yes

				û there are no probity requirements in place and decision making occurs on an ad hoc basis.		Probity requirements are in place that:		Probity requirements are in place that:		Probity requirements are in place that:		Probity requirements are in place that:

						ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements		ü Comply with the Victorian Government requirements

						ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers		ü have been documented and communicated to all buyers

						û do not include guidance on a decision‑making process.		ü include some level of guidance on decision-making through the procurement lifecycle.		ü are accompanied by clear decision-making processes which clearly emphasise the probity requirements at each stage of the procurement lifecycle.		ü are accompanied by clear decision-making processes which clearly emphasise the probity requirements at each stage of the procurement lifecycle.

												ü ensure procurement activity is monitored, all probity requirements are met and decision-making processes are followed.

		1.3		1		2		3		4		5

		Details

		1.4		Is there a system in place for the identification and management of procurement-related risks?

				No		Yes		Yes		Yes		Yes

				û No system in place to identify and manage procurement-related risks.		ü Processes and framework in place to identify procurement-related risks across the agency/business unit.		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks		ü Processes and framework in place to identify procurement-related risks. This framework facilitates the prioritisation and management/mitigation of these risks

										ü Risks are continuously monitored throughout the procurement lifecycle.		ü Risks are continuously monitored throughout the procurement lifecycle.

												ü For risks that are considered ‘significant’, there is a process to develop business continuity plans to ensure core services continue in the event of supplier failure.

		1.4		1		2		3		4		5

		Details

		1.5		Are the responsibilities of procurement workforce, financial delegates and buyers clearly communicated and monitored?

				No		Yes		Yes		Yes		Yes

				û Procurement responsibilities are not formally documented or monitored.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised for employees involved in procurement.		ü Responsibility for procurement activities are formalised in the position description for employees involved in procurement.

						ü There is evidence to demonstrate that individuals involved in procurement are aware of their responsibilities.		ü There is evidence to demonstrate that individuals involved in procurement are aware of their responsibilities.		ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.		ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.

								ü These responsibilities are allocated in a way which ensures the segregation of duties between key procurement processes.		ü Procurement activities are monitored to ensure they are carried out by the appropriate individuals.		ü Procurement activities are monitored to ensure they are carried out by the appropriate individuals.

												ü These individuals are assessed against the requirements of their position description as part of a regular performance development process.

		1.5		1		2		3		4		5

		Details

		1.6		Is there a documented approval process for delegation of authority relating to procurement activities?

				No		Yes		Yes		Yes		Yes

				û Delegation of authority is not formally documented, monitored or approved by senior managers.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.		ü Delegation of authority is formally documented in policies.

						ü Process may not be adequate to ensure the appropriate segregation of duties are upheld at all times and meet probity requirements of both the business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.		ü Process is adequate to ensure the appropriate segregation of duties are upheld at all times and meets probity requirements of both business unit/agency and the Victorian government.

										ü There is evidence to demonstrate that key employees are aware of their responsibilities and act in accordance with the approvals process.		ü There is evidence to demonstrate that key employees are aware of their responsibilities and act in accordance with the approvals process.

												ü There is a formal monitoring system to ensure that the approvals process is complied with at all times.

		1.6		1		2		3		4		5

		Details

		1.7		Is spend monitored to ensure compliance with policies and value for money principles?

				No		Yes		Yes		Yes		Yes

				û Procurement spend is not monitored.		ü Procurement spend is monitored ad hoc or informally, with business units generally reporting in different ways, with little or no senior management oversight.		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/agency and the Victorian Government.  		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/organisation and the Victorian Government. Irregularities and instances of non-compliance are investigated.		ü Procurement spend is monitored in a consistent way and on a regular basis to ensure compliance with the relevant policies of the business unit/organisation and the Victorian Government. Irregularities and instances of non-compliance are investigated.

								ü Irregularities and instances of non-compliance are investigated.		ü Value for money performance indicators have been developed to assess achievement of procurement objectives. 		ü Value for money metrics are in place and are monitored against internally communicated performance targets.

		1.7		1		2		3		4		5

		Details

		2		People and Culture

		2.1		Is procurement viewed as strategic by senior management?

				No		Yes		Yes		Yes		Yes

				Senior management:		Senior management:		Senior management:		Senior management:		Senior management:

				û Perceives the  procurement function as having little relevance to overall business operations.		ü Has visibility of some procurement activities.		ü Has visibility of all procurement activities.		ü Has visibility of majority of procurement spend and uses it to improve performance.		ü Has visibility of all procurement spend and uses it to improve performance and drive business efficiencies.

						ü Reviews some reporting to monitor compliance with procurement policies.		ü Is involved in the development of procurement objectives to align with overall business strategy of the agency and/or business unit.		ü Ensures procurement objectives are aligned with the agency's and/or business unit's business strategy.		ü Ensures procurement objectives are aligned with the agency's and/or business unit's business strategy.

						û does not perceive procurement as strategic.				ü Views procurement function as an important part of the business.		ü Views procurement as a core part of the business and as a function that may be leveraged to drive operational efficiencies.

		2.1		1		2		3		4		5

		Details

		2.2		Are there employees with specific procurement knowledge?

				No		Yes		Yes		Yes		Yes

				û No employees with specific procurement or category knowledge or training.		ü Some employees with specific procurement knowledge.		ü There are employees with strong procurement and some category knowledge.		ü There are employees with strong procurement and category knowledge.		ü There are employees with recognised expertise and experience in procurement and category knowledge.

						û However, their category knowledge is not closely related to the goods or services being procured.		ü Knowledge is related to the goods/services being procured.		ü Knowledge is specifically related to the goods/services being procured.		ü Knowledge, expertise and experience is related to the goods/services being procured.

						û People generally work on their own and do not have strong visibility of the procurement activities.		ü These people are trained in procurement, have the appropriate level of expertise to be the primary source of procurement knowledge. 		ü These people are trained in procurement, and their skills are commensurate to the complexity of the procurement undertaken. These individuals are the primary source of procurement knowledge.		ü These people are trained in procurement, and their skills are commensurate to the complexity of the procurement undertaken. These individuals are the primary source of procurement knowledge.

								ü These teams are generally utilised during the procurement lifecycle.		ü These teams are strongly utilised as a centre of procurement knowledge.		ü These teams are strongly utilised as a centre of procurement knowledge.

												ü These teams assist in the co-ordination of most procurement activities. They ensure the right level of procurement knowledge, category knowledge, and oversight occurs throughout the procurement lifecycle.

		2.2		1		2		3		4		5

		Details

		2.3		Are there mechanisms to encourage teamwork and collaboration on procurement activities?

				No		Yes		Yes		Yes		Yes

				û Procurement activities generally occur in isolation.		û Procurement activities involve procurement experts, however teamwork and collaboration are not strong.		ü Procurement activities involve procurement experts and there is a level of collaboration across teams that assists in the procurement process.		ü Procurement teams are formed based on the required procurement and category knowledge, and complexity of the procurement undertaken.		ü Procurement teams are formed based on the required procurement and category knowledge, and complexity of the procurement undertaken.

						û Procurement activities generally do not involve internal stakeholders.		ü Where internal stakeholders are identified, they are consulted as part of the procurement process.  		ü Internal stakeholders are identified in the initial stage of procurement planning and are engaged throughout the procurement lifecycle.		ü For complex procurement activities, internal stakeholders are identified early and actively engaged throughout the procurement lifecycle. Leaders and financial delegates work to ensure effective teaming of procurement and category expertise from across several areas and/or skill sets..

												ü Engagement with external stakeholders occurs at the earliest practical stage.

		2.3		1		2		3		4		5

		Details

		2.4		Do recruitment, resourcing and training considerations explicitly integrate the skills needed to meet procurement objectives?

				No		Yes		Yes		Yes		Yes

				û Training is not provided and there is little consideration of procurement skills		ü People who's role is focused on procurement have procurement-specific training.		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes		ü People who's role is focused on procurement need to have procurement-specific training. Buyers receive basic training on procurement processes

						û However, training requirements are generally not identified through any formal training needs analysis or procurement resource planning.		ü Procurement recruitment considers the specific procurement expertise requirements.		ü Procurement resource planning considers the specific procurement expertise requirements. 		ü Procurement resource planning considers the specific procurement expertise requirements. 

										ü Training needs analysis (or equivalent) is undertaken to identify key procurement skills required.		ü Training needs analysis (or equivalent) is undertaken to identify key procurement skills required.

												ü Skill levels are monitored to demonstrate continual improvement.

		2.4		1		2		3		4		5

		Details

		2.5		Do employees have a level of procurement understanding appropriate for their level of procurement engagement?

				No		Yes		Yes		Yes		Yes

				û Employees are not informed of, or have access to, dedicated procurement information.  
Some procurement information is available.		ü There is evidence to demonstrate that employees are aware of the procurement function and the high-level processes for procurement.		ü Employees have general procurement awareness. 		ü Employees have general procurement awareness. 		ü Employees have general procurement awareness. 

						ü This occurs as part of induction training or in general communications or via a dedicated procurement information system.		ü The agency has a dedicated procurement information system.		ü The agency has a dedicated procurement information system.		ü The agency has a dedicated procurement information system that also has updates/links to other procurement websites and feature articles.

								ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 		ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 		ü All individuals authorised to undertake non-transactional procurement activities have received training on procurement policies, processes, and key procurement knowledge sources. 

										ü There is evidence to indicate authorised individuals comply with policies and seek appropriate procurement expertise based on the complexity of the procurement activity undertaken. 		ü Procurement activities are actively monitored to ensure they comply with policies and procedures and have the appropriate level of procurement expertise and oversight based on the complexity of the procurement activity undertaken.

		2.5		1		2		3		4		5

		Details

		3		Technology and tools

		3.1		Are there tools in place that facilitate a systematic and consistent approach to procurement and purchasing activities?  

				No		Yes		Yes		Yes		Yes

				û There are no integrated Enterprise Resource Planning systems in place. Some tools and/or a manual system exists.		ü Basic systems exist for requisition, purchase order and approval.		ü Systems are in place in most business units		ü Systems are in place across all business units which are integrated		ü An integrated system exists

						û Systems differ across business units which impairs the ability to monitor purchasing activities.		û Systems are not integrated across business units resulting in some level of inefficiency for procurement outcomes		ü Some catalogue systems are in place to facilitate efficient purchasing.		ü Catalogues with key suppliers have been created and linked into the system to facilitate greater efficiencies in procurement processes.

								û Catalogue systems are generally not in place.		ü Purchase orders are mainly recorded electronically.

								ü Purchase orders are mainly recorded electronically.

		3.1		1		2		3		4		5

		Details 

		3.2		Is procurement data managed and stored in a way which facilitates accurate expenditure reporting and tracking?

				No		Yes		Yes		Yes		Yes

				û All purchasing data is archived in spreadsheets or paper based files.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.		ü Data is stored in a procurement database.

						û Not all transactions are recorded or typically not recorded in a consistent format.		ü Database has policies, procedures and controls to ensure data is robust and comparable.		ü Database has policies, procedures and controls to ensure data is robust and comparable.		ü Database has policies, procedures and controls to ensure data is robust and comparable.

										ü Spend data for key categories is tagged with additional details on volume of good/service/pricing.		ü Spend data for key categories is tagged with additional details on volume of good/service/pricing.

												ü Data is stored in a way to allow for easy collation by spend type.

		3.2		1		2		3		4		5

		Details

		3.3		Are procurement policies, tools, contract templates and training information available in a consistent technology platform and format?

				No		Yes		Yes		Yes,		Yes

				û There is little linkage or integration across key procurement systems, tools, and templates.		ü Some degree of linkage between the systems.		ü There are good linkages between systems.		ü There are good linkages between systems.		ü There are good linkages between systems and across business units.

						û Not all tools and templates are linked to relevant systems.		ü Tools and templates have been properly referenced and included in the system.		ü Tools and templates have been properly referenced and included in the system.		ü Tools and templates have been properly referenced and included in the system.

						û It is not easily navigated.		ü The system is accessible by all buyers and easy to navigate.		ü The system is accessible by all buyers and easy to navigate.		ü The system is accessible by all buyers and easy to navigate.

										ü The system has a single interface point, acting as a 'hub' for procurement knowledge.		ü The system has a single interface point, acting as a 'hub' for procurement knowledge.

												ü The interface contains basic procurement information and has segmented data to facilitate easy use and navigation of the system.

		3.3		1		2		3		4		5

		Details

		4		Procurement processes

		4.1		Are regular and constructive procurement planning processes undertaken?  

				No		Yes		Yes		Yes		Yes

				û There are no procurement planning processes in place		ü However, procurement planning only occurs for a few key categories for example communication and publication services.		ü Procurement planning processes are in place and occur regularly.		ü Procurement planning processes are in place, that scale procurement activities based on the complexity of procurement.		ü Procurement planning processes are in place, that scale procurement activities based on the complexity of procurement.

				û Management of forward spend occurs in an ad hoc manner.				ü Historical data is used to inform the planning process.		ü Detailed procurement plans are developed for highly complex procurement activities which include specific planning to ensure probity.		ü Detailed procurement plans are developed for highly complex procurement activities which include specific planning to ensure probity.

								û However, the process tends to focus only on some categories.				ü Procurement planning information is used to identify where additional internal and external resource requirements are needed for procurement activity.

		4.1		1		2		3		4		5

		Details

		4.2		Is a standard procurement process documented and consistently applied?

				No		Yes		Yes		Yes		Yes,

				û There are no consistent or documented processes relating to purchasing, procurement and contract management.		ü Financial and probity policies are in place and are relevant to procurement activity.		ü Financial and probity policies are in place and are relevant to procurement activity.		ü Financial and probity policies are in place.		ü Financial and probity policies are in place.

						ü There is some level of documentation on general procurement guidance.		ü There are documented processes and/or work steps detailing procurement processes. These are followed for most standard procurement activities.		ü End-to-end procurement process is fully documented and communicated. 
This includes supply policy documents, procedures, better practice guidelines and supporting templates.		ü End-to-end procurement process is fully documented and communicated. 
This includes supply policy documents, procedures, better practice guidelines and supporting templates.

						û However, evidence suggests that processes are varied.						ü Compliance with key components of the procurement process are measured and periodically reviewed by internal audit or equivalent.

		4.2		1		2		3		4		5

		Details 

		4.3		Is there a central group that supports the development of contracts?

				No		Yes		Yes		Yes		Yes

				û Contracts are developed in an ad-hoc way with little oversight from procurement or other contract management specialists.		ü There are standard terms and conditions available for use for routine procurement activities.		ü There are standard terms and conditions available for use for routine procurement activities.		ü There are employees who have contract management capabilities.		ü Specialised contract managers are used for complex procurement activities as required to ensure robust contracts are created.

						û However, compliance with these templates is not monitored.		ü Compliance with these templates is monitored.		ü They can assist buyers with the development of contracts where templates or standard terms and conditions are not appropriate.

		4.3		1		2		3		4		5

		Details 

		4.4		Is there a complaints management and dispute resolution process in place to address and resolve procurement related complaints?

				No		Yes		Yes		Yes		Yes

				û There is no complaints management and dispute resolution process in place that deals with procurement related complaints.		ü A complaints management process is in place.		ü A complaints management process is in place that deals with procurement related complaints.		ü A complaints management process is in place that deals with procurement related complaints.		ü A complaints management process is in place that deals with procurement related complaints.

						û However, it is not consistently applied in relation to all procurement complaints received.		ü Includes dispute resolution steps.		ü Includes dispute resolution steps.		ü Includes dispute resolution steps.

								ü There is evidence which demonstrates due process has been given to all procurement complaints received.		ü There is evidence that demonstrates due process and integrity in resolving procurement complaints.		ü There is evidence that demonstrates due process and integrity in resolving procurement complaints.

										ü The complaints process is independent.		ü The complaints process is independent.

												ü Complaints are reviewed as part of a continuous improvement program to limit similar complaints from reoccurring.

		4.4		1		2		3		4		5

		Details 

		5		Sourcing/Category management 

		5.1		Are there documented category plans in place for all key categories?

				No		Yes		Yes		Yes		Yes

				û There is no category management process in place. Procurement activities and categories are managed in a reactive way.		ü Some category plans are in place.		ü A category management process is in place that actively manages the key procurement categories. 		ü A category management process is in place.		ü A category management process is in place.

						û However, the categories do not necessarily match up to key categories and/or there is no clear owner of the category.		û However, the management processes are not led by a business representative, instead category management occurs in isolation.		ü This process ensures key categories are managed centrally or by lead business units.		ü This process ensures key categories are managed centrally or by lead business units.

										ü Leading groups identify and implement performance improvement, assess market conditions and lead procurement activities within key categories.		ü Leading groups identify and implement performance improvement, assess market conditions and lead procurement activities within key categories.

												ü Category management activities are monitored, with key learning being shared across category lead business units. Targets are set for continuous improvement.

		5.1		1		2		3		4		5

		Details 

		5.2		Are activities undertaken to identify opportunities to aggregate spend with other business units/agencies, including joint tenders or being a lead for a state purchase contract?

				No		Yes		Yes		Yes		Yes

				û The agency may participate in State Purchase Contracts but has made no attempt to collaborate with other business units/agencies in assessing aggregated demand opportunities.		ü The agency has participated in sector procurement forums.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.		ü The agency has participated in collaborative procurement initiatives to aggregate spend across other business units/agencies occurs.

						û Has not participated in any collaborative activities or assessed aggregated demand opportunities.		û No action in leading in the development or management of State Purchase Contracts has occurred.		ü  There is some experience in initiating and leading this type of activity.		ü  There is significant experience in initiating and leading this type of activity.

		5.2		1		2		3		4		5



		5.3		Are supplier and stakeholder relationships actively managed during the sourcing process to assist in the achievement of quality procurement outcomes?

				No		Yes		Yes		Yes		Yes

				û Day-to day pressure dictates the sourcing process with limited forward planning. Suppliers and stakeholders are not proactively managed.		ü Suppliers and stakeholders are made aware of the sourcing process and specific planning events.		ü Suppliers and stakeholders are engaged and actively communicate.		ü Suppliers and stakeholders are engaged and actively communicate.		ü Suppliers and stakeholders are engaged and actively communicate.

						û However, there is no standard process for communication of this information.		ü There are formalised processes for the communication of sourcing events to stakeholders.		ü A communications strategy is included within category management plans.		ü A communications strategy is included within category management plans.

												ü There are opportunities for stakeholders and suppliers to provide feedback throughout the sourcing process.

		5.3		1		2		3		4		5

		Details

		5.4		Is a broad set of information used for analysis of key categories?

				No		Yes		Yes		Yes		Yes

				û No marketplace information in relation to key categories. Market research is conducted as part of the procurement activity.		ü Some basic information analysis in relation to key categories is undertaken. 		ü Some basic information analysis in relation to key categories is undertaken. 		ü Information analysis is undertaken in relation to key categories.		ü Information analysis is undertaken in relation to key categories.

						ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.		ü This information may include size of market (value and number of suppliers), locations, some social or sustainable objectives or pricing considerations.

						û However, information is obtained from limited sources, sometimes including suppliers.		ü Information is obtained from a range of sources and is used for basic market analysis.		ü Information assists in the analysis of economic impacts and broader government objectives which is analysed by procurement experts with deep category expertise.		ü Information assists in the analysis of economic impacts and broader government objectives which is analysed by procurement experts with deep category expertise.

												ü Market analysis is used to determine the specifications of a good or service and the go to market strategy.

		5.4		1		2		3		4		5

		Details

		5.5		Are there initiatives to identify innovation or demand reduction opportunities?

				No		Yes		Yes		Yes		Yes

				û Generally no initiatives to work with suppliers on identifying innovation. There are no processes around demand management.		ü Demand reduction processes are in place but they generally do not involve suppliers.		ü Demand management processes are in place.		ü Demand management processes are in place		ü Demand management processes are in place.

						û Procurement specifications are generally output-focused, with little scope for suppliers to identify innovation opportunities.		ü Procurement specialists works with suppliers to identify mutually beneficial demand reduction opportunities. 		ü Procurement specialists work with suppliers to identify mutually beneficial demand reduction opportunities.		ü Procurement specialists work with suppliers to identify mutually beneficial demand reduction opportunities.

						 		ü This generally occurs as part of the contract management process once the supplier has been selected.		ü Opportunities for innovation and demand reduction occur at supplier selection and contract management stage.		ü Opportunities for innovation and demand reduction occur both at supplier selection and contract management stage.

										ü  At supplier selection stage, specifications are generally output focused however non-financial objectives are clearly communicated.		ü  At supplier selection stage, specifications are generally outcome focused to encourage innovation in supplier submissions.

		5.5		1		2		3		4		5

		Details

		6		Contract management

		6.1		Is there a contract management framework in place which enhances the efficiency and effectiveness of procurement activity undertaken?

				No		Yes		Yes		Yes		Yes

				û There is no framework in place to manage contracts. Contracts are managed through day to day business practices.		ü There is a basic contract management framework in place that ensures, governance of contract management, development of service level agreements, and communication to key suppliers and stakeholders.		ü There is a contract management framework in place that ensures governance, communication, and risk frameworks are applied.		ü There is a comprehensive contract management framework in place that ensures governance, communication and risk frameworks are applied consistently. 		ü There is a comprehensive contract management framework in place that ensures governance, communication and risk frameworks are applied consistently. 

								ü This framework ensures a consistent approach to contract management covering onboarding, data management, conflict resolution and offboarding processes.		ü The framework offers a flexible approach based on an assessment of the supplier risk and the good/service’s importance.		ü The framework offers a flexible approach based on an assessment of the supplier risk and the good/service’s importance.

												ü The framework includes specific guidance (on opportunities) to leveraging benefits during the contract management phase.

		6.1		1		2		3		4		5

		Details

		6.2		Are supplier and stakeholder relationships actively managed on an ongoing basis to assist in the achievement of quality procurement outcomes?

				No		Yes		Yes		Yes		Yes

				û Supplier management is inconsistent and based on day-to-day priorities. 		û However, procurement planning is largely driven by contract end dates and there is insufficient capability to leverage strategic opportunities.		ü Contract management plans are in place for key suppliers which forms the basis for the management of supplier relationships.		ü Contract management plans are in place for all non-transactional procurement.		ü Contract management plans are in place for all non-transactional procurement.

						û No contract management plans are in place.		û However, there is little differentiation in the approach to contract management planning between suppliers.		ü The approach to contract management planning is flexible based on the supplier risk analysis and the good/services importance.		ü The approach to contract management planning is flexible based on the supplier risk analysis and the good/services importance.

										ü This increases the efficiency of contract management processes and allows for the prioritisation of key suppliers.		ü This increases the efficiency of contract management processes and allows for the prioritisation of key suppliers.

												ü These plans are linked to the overall risk management processes so identified supplier risks are actively mitigated.

		6.2		1		2		3		4		5

		Details

		6.3		Are there clear performance requirements in place for suppliers that are actively managed?

				No		Yes		Yes		Yes		Yes

				û There are no performance requirements in place.		ü Some suppliers’ performance is tracked with basic tools and manual processes. This varies by business unit and procurement type.		ü There are basic tools and manual processes to measure some suppliers’ performance, mainly at a high level.		ü There are standard processes to measure the performance of all suppliers.		ü There are standard processes in place to measure the performance of all suppliers.

								û This information is not shared or only partly shared with suppliers to improve collaboration.		ü Information is shared with suppliers to improve the level of service collaboration and efficient procurement outcomes.		ü In addition, specific KPIs have been developed for key suppliers based on procurement objectives.

												ü These are monitored, communicated with the client and used to improve collaboration and efficient outcomes.

		6.3		1		2		3		4		5

		Details

		6.4		Is procurement spend reporting used to proactively identify cost reduction or service improvements?

				No		Yes		Yes		Yes		Yes

				û There is no tracking of spend metrics of contracts for purposes other than compliance checks.		ü Business units/cost centres are responsible for managing budgets only.		ü Business units/costs centres track major suppliers’ spend.		ü Spend in key categories is tracked and collated in a way which allows for meaningful comparison and analysis (e.g. collated into procurement categories).		ü Spend in key categories is tracked and collated in a way which allows for meaningful comparison and analysis (e.g. collated into procurement categories).

								û But it is often across multiple IT systems and not collated in a way which allows for meaningful spend analysis.				ü This analysis is used to analyse key demand and supply and to identify potential cost reduction or service improvements.

		6.4		1		2		3		4		5

		Details

		7		Performance management

		7.1		Is the performance of the procurement function known, monitored and used to drive continuous improvements?

				No		Yes		Yes		Yes		Yes

				û There is no monitoring of procurement performance and/or procurement is integrated into a corporate function.		ü Procurement performance metrics have been developed. 		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.		ü Procurement performance metrics have been developed as part of a procurement management dashboard which is applied consistently.

						û However, they are not used consistently and/or are largely reliant on qualitative measures. 		ü The metrics largely focus on procurement financial metrics however may also include some other qualitative measures.		ü The metrics are relevant to the procurement activities and address people, customers, suppliers, and operational activities as well as financials.		ü The metrics are relevant to the procurement activities and address people, customers, suppliers, and operational activities as well as financials.

						û Usefulness of metrics is limited by the quality of procurement data available.						ü Performance targets have been developed and communicated to relevant employees.

		7.1		1		2		3		4		5

		Details

		7.2		Is external benchmarking used to identify performance gaps, set target performance levels, and identify process changes to close the gaps?

				No		Yes		Yes		Yes		Yes

				û There is no external benchmarking used.		ü Some categories and business units use external benchmarking to identify performance gaps.		ü External benchmark is used to identify performance gaps for procurement activities.		ü External benchmarks are used to identify performance gaps for procurement activities, and used to develop detailed development plans.		ü External benchmarks are used to identify performance gaps for procurement activities, and used to develop detailed development plans.

						û However, this generally occurs in an ad hoc way and no formal development plans are generated.		ü This is used to develop detailed development plans.		ü Performance against development plan is regularly assessed.		ü Performance against development plan is regularly assessed.

												ü Performance targets are set and internally communicated to demonstrate expectations and performance.

		7.2		1		2		3		4		5

		Details

						Additional information

						[Insert any additional information]
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 Answer the questions below. Enter score 1-5. Results will automatically calculate into the Agency Capability template tab.

For agencies that have previously used this tool, percentage change will automatically calculate, based on the previous year's score.
   
Note, if there is no previous year score, current year score will become the baseline to calculate year-on-year percentage increase.

This data may assist with KPI 3 for Victorian Government Purchasing Board Annual Supply report information, for applicable agencies only. 



Agency Assessment Outcome 

						Agency Assessment Outcome 

						Scores from the Agency capability tool will automatically populate in column F in this sheet

						The assessment outcome scores will help agencies to understand their capabilty in relation to the complexity of its procurement activities



		Segments				Agency Name: 						These suggested minimum performance scores should be used as a guide to indicate the types of procurement activity an agency may undertake.

						Questions		Score*		Complexity category		Suggested minimum performance score

		1. Governance		1.1		Is there a procurement policy in place? 		0

				1.2		Is there a procurement strategy in place that details its strategic direction for procurement activities?		0

				1.3		Is there a formally stipulated decision-making process and probity requirements relating to procurement activities?		0

				1.4		Is there a system in place for the identification and management of procurement related risks?		0

				1.5		Are the responsibilities of procurement workforce, financial delegates and buyers clearly communicated and monitored?		0

				1.6		What is the approval process for delegation of authority relating to procurement activities?		0

				1.7		Is spend monitored to ensure compliance with policies and value for money principles?		0



						Total governance score		0



						*It is suggested that an agency score 2 or above on each question related to Governance. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		14

										Leveraged 		22

										Focused 		31

										Strategic 		33

						Questions

		2. People and culture		2.1		Is procurement viewed as strategic by senior management?		0

				2.2		Are there employees with specific procurement knowledge?		0

				2.3		Are there mechanisms to encourage collaboration on procurement activities throughout the agency?		0

				2.4		Do recruitment, resourcing and training considerations explicitly integrate the skills needed to meet the agency procurement objectives?		0

				2.5		Do employees have a level of procurement understanding appropriate for their level of procurement engagement?		0

						Total people and culture score		0

						*It is suggested that an agency score 2 or above on questions 2.1, 2.2 and 2.5 related to People and Culture. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		8

										Leveraged 		15

										Focused 		20

										Strategic 		25

						Questions

		3. Technology and tools		3.1		Are there tools in place that facilitate a systematic and consistent approach to procurement and purchasing activities?		0

				3.2		Is procurement data managed and stored in a way which facilitates accurate expenditure reporting and tracking?		0

				3.3		Are procurement policies, tools, contract data and training information available in a consistent technology platform and format?		0



						Total technology and tools score		0

						*It is suggested that an agency score 1 or above on each question related to Technology and Tools. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		3

										Leveraged 		6

										Focused 		6

										Strategic 		9

						Questions

		4. Procurement processes		4.1		Are regular and constructive procurement planning processes undertaken?		0

				4.2		Is a standard procurement process documented and consistently applied?		0

				4.3		Is there a central group within the agency that supports the development of contracts?		0

				4.4		Is there a complaints management and dispute resolution process in place to address and resolve procurement related complaints?		0



						Total procurement and processes score		0





						*It is suggested that an agency score 2 or above on each question related to Procurement processes. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		8

										Leveraged 		12

										Focused 		13

										Strategic 		18

						Questions

		5. Sourcing/Category management		5.1		Are there documented category plans in place for all categories?		0

				5.2		Are activities undertaken to identify opportunities to aggregate spend with other business units/agencies, including joint tenders or being a lead for a state purchasing contract?		0

				5.3		Are supplier and stakeholder relationships actively managed during the sourcing process to assist in the achievement of quality procurement outcomes?		0

				5.4		Is a broad set of information utilised for analysis of key categories?		0

				5.5		Are there initiatives to identify innovation or demand reduction opportunities?		0



						Total sourcing/category management score		0



						*It is suggested that an agency score 1 or above on each question related to Sourcing/Category management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		5

										Leveraged 		10

										Focused 		14

										Strategic 		19

						Questions

		6. Contract Management		6.1		Is there a contract management framework in place which enhances the efficiency and effectiveness of procurement activities undertaken?		0

				6.2		Are supplier and stakeholder relationships actively managed on an on-going basis to assist in the achievement of quality procurement outcomes?		0

				6.3		Are there clear performance requirements in place for suppliers that are actively managed?		0

				6.4		Is procurement spend reporting utilised to proactively identify cost reduction or service improvements?		0



						Total contract management score		0



						*It is suggested that an agency score 1 or above on each question related to Contract management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		4

										Leveraged 		10

										Focused 		10

										Strategic 		19

						Questions

		7. Performance Management		7.1		Is the performance of the procurement function known, monitored and used to drive continuous improvements?		0

				7.2		Is external benchmarking used to identify performance gaps, set target performance levels and identify process changes to close the gaps?		0

						Total performance management score		0

						*It is suggested that an agency score 1 or above on each question related to Performance management. If not, an agency should consider the potential risks before undertaking any procurement activity.				Transactional 		2

										Leveraged 		5

										Focused 		6

										Strategic 		8

						Additional information

						[Insert any additional information]



						Authorisation 

						Signed by (Assessors):  





						Approved by (accountable officer or delegate):  
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