TOKOMARU SCHOOL
PROCEDURE 4.3.1
MINOR CAPITAL WORKS PROCEDURE
PRINCIPLE:
The purpose of this document is to outline the procedures to be followed when Minor Capital Works are to be
carried out at Tokomaru School.
PROCEDURES:
A. For Projects estimated to cost over $3,000.00 (inclusive of materials and labour, and with a deviation of
10%).
1.

2.

3.
4.

Two or three separate written quotes are to be requested by the BOT, with each quote to be sent to
Tokomaru School. If appropriate, written specifications are to be provided to interested parties who may
supply a quote. This can include the time frame for completion of the project.
The Principal and BOT are to assess the quotes and to make a recommendation to the BOT. The cheapest
quote need not necessarily be accepted, but as part of the recommendation, the key reasons for
accepting a quote are to be outlined. At this stage a maximum limit for expenditure must be agreed.
The BOT must vote on a motion to accept a quote.
The BOT property manager is then charged with informing interested parties of the outcome of the
quoting process.

B. For Projects estimated to cost under $3,000.00 (inclusive of materials and labour).
1.

2.
3.

A single quote is to be requested by the Principal or BOT, with the quote to be sent to Tokomaru School.
If appropriate, written specifications are to be provided to interested parties who may supply a quote.
This can include the time frame for completion of the project.
The Principal and BOT property manager are to assess the quote and can either accept it, or seek a second
quote. The Principal and BOT property manager are then to report to the BOT giving the key reasons for
accepting a quote.
During the course of the work, the Principal can approve any minor deviations from the
specifications/design of the project (that will add no more than 10% to the cost). More significant
deviations need to be approved by the BOT (if possible).
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