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Advantages of a  
Purchase Order
A purchase order is a particularly useful 
document for church councils seeking to 
engage contractor services for maintenance 
or minor building work. The Responsible Body 
Purchase Order (RBPO) is a short form legally 
binding contract that has been developed to 
enable church councils to confidently manage 
building contractor administration. The 
Responsible Body Purchase Order details the 
services and or goods that the church council 
seeks to receive for an agreed price and the 
terms of the agreement.

Some of the benefits to using the Responsible 
Body Purchase Order include:

► A consistent method of entering into 
purchasing agreements across the Uniting 
Church in Australia Victoria and Tasmania, 
whereby terms and conditions have been 
prepared by UCA legal services in accord 
with best practice

►Church councils can achieve a fair 
and equitable agreement with building 
contractors with the Responsible Body 
Purchase Order recording the terms 
and conditions of the agreed works. The 
RBPO gives greater protection to church 
councils in managing budgets, timing and 
risk when compared to the absence of a 
formal arrangement or supplier prepared 
agreements

► The building contractor is formally 
advised through the Responsible Body 
Purchase Order as to the UCA policy 
of Occupational Health and Safety 
(OHS) inductions, where all workers and 
subcontractors are required to complete 
an online induction before commencing the 
work along with the building contractor’s 
obligations to OHS legislation to ensure 
control measures are in place to reduce risk 
of harm to workers and all persons in the 
vicinity of the building work.

► The Responsible Body Purchase 
Order provides a clear statement as to the 
expected outcomes of quality, quantity 
and consumer care in the delivery of the 
maintenance or building work. 

There are two forms of the Responsible 
Body Purchase Order

a)     General Maintenance and  
Building Work

b)    Fencing

Approvals Process
The Responsible Body Purchase Order has 
been developed to assist church councils enter 
into maintenance and minor building contract 
arrangements for work that does not exceed a 
value of $50,000 subject to the Uniting Church 
in Australia Regulations and policies.

Preparing for Maintenance or 
Minor Building Work
Property Services has prepared a series of 
guidance brochures to assist church councils 
plan minor and major building projects.

A particularly helpful document is titled Planning 
a Building Project. This informative document 
shares key information, whether preparing for 
maintenance, a minor or major building project. 

A building contractor step guide titled Attention 
all Building Contractors Preparing Quotations 
has been produced with the aim to assist 
building contractors prepare quotations and 
maintain the goal of completing a successful 
building project for the congregation.
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(Church) 

Insert name of 
congregation and 
contact information Insert ABN

If you need help 
completing this 
purchase order, 
please contact 
Property Services  

Insert a short 
description  
of the works and 
or services. This 
may include the 
reference number 
and date of the 
agreed quote

Insert applicable 
builder registration 
number, plumbing 
licence number, etc, 
relevant to the works

Insert the amount 
payable to the 
contractor or how it is 
calculated. 

A fixed lump 
sum price is 
recommended, not 
hourly rates.

Insert details of the 
site where the works 
are to be performed

HOW TO COMPLETE A  
RESPONSIBLE BODY PURCHASE ORDER 

Insert name of 
contractor/service 
provider




