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OTHR - Purchasing Policy
General 

When requesting supplies of equipment or consumables or the services of contractors or technicians, the following purchasing policy shall apply:

1. Due consideration must be given to safeguarding OTHR’s limited funds as we are a not-for-profit volunteer organisation.

2. Check with several sources of supply and with other OTHR management to obtain the most favourable pricing, consistent with good quality. Other Heritage Rail groups may be able to assist with advice.

3. Advise your line manager, or member of the Executive of the reasons for selecting the item(s) before raising an order using the Order Book.

4. OTHR must purchase services and products that conform to safety requirements. Such products or services will be assessed to ensure safety requirements are met before being accepted or used or before the contractor or technician is allowed to commence work on site.
5. Where appropriate, traceability of supplies will be maintained through batch or other identification.

Goods Procurement

All purchases up to $200 must be approved by a Line Manager and a member of the Executive and all purchases over $200 must be formally approved by the OTHR Executive. 
ALL goods ordered must be accompanied by a Purchase Order (from the Order Book) bearing the signature of the President or delegated Committee member, and a reference as to the purpose of the goods purchased (i.e. what they are going to be used for).

The Document Controller shall maintain a Purchase Order Register (R-004 Purchase Order Register), which is used to populate the Preferred Suppliers Listing (R-005 Preferred Supplier Register).

Copies of purchase orders and subsequent delivery dockets, invoices, and receipts are forwarded to and held by the Treasurer.

Services Procurement

All purchases of services must have the same approvals as for goods. All purchase orders for services MUST have a “Not to Exceed” value if a total definitive price is not available.

All contractors or service technicians working on OTHR equipment or infrastructure, premises, leases or licensed areas must present proof of third party and workers compensation insurance before commencing work. 

Off The Shelf Items

Goods and services for rolling stock or infrastructure are specified and ordered by personnel, taking into account any specifications available, and after first consulting the Preferred Suppliers List 
(R-005 Preferred Supplier Register) maintained by the Document Controller.  
In the case of common items such as general timber, glues, fasteners, paints and finishes, etc., the items purchased shall be known products and brands that are supplied “off the shelf”. 
For catering items for working bees and other OTHR catering functions, the Catering Manage can access an account at Mawhoods IGA.

For more specific products the specifications are provided to the supplier, and the suitable products acquired and then checked for applicability and safety before use.

Specially Manufactured Items

All items such as wheels, axles, etc., shall be obtained from a reputable industry supplier. All such items will only be ordered under the authority of the OTHR Committee of Management.

For rail safety purposes all such items are to be individually marked by the appropriate Line Manager or delegated person to enable traceability. If such a major component then fails, a trace may be made to establish purchase, supply and manufacture date and if applicable batch number for subsequent inquiry.

Should there be any doubt concerning a relevant supplier for any component destined for railway use, other heritage or commercial railway operators shall be contacted for a reference.

Should the item or supplier be one that has not been used in the rail industry previously, testing, checking, and verification shall be carried out as part of the change management process.

Second Hand Items

Many items purchased or collected for the restoration and operation of rollingstock operated by OTHR, and for the maintenance of its infrastructure are second-hand items. These do not have the usual quality guarantees that come with the purchase of new materials and equipment.  Purchasing or collecting of such materials requires special care in terms of judging quality, serviceability and safety. All second hand items must be checked by the appropriate Line Manager for suitability, condition and tolerances/wear and safety prior to use.
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