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	Procurement – driving better value for money



	Checklist – Tender Process
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	· Before you commence – recommended reading: Flow Chart - Tender Process Mandatory Rules for Procurement. 
· It is assumed that the planning (sourcing strategy) phase has been completed.
· Multi-stage tenders - modify this template if you are running a multi-stage tender. 


	1
	Preparation 


	#
	Task
	Responsible
	Due Date
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	1.1
	Draft specification 
	
	
	

	1.2
	Decide if supplier briefings are required
	
	
	

	1.3
	Draft evaluation criteria & weightings
	
	
	

	1.4
	Approve assessment criteria
	
	
	

	1.5
	Draft RFx document (call for Tenders) 

[Refer Quick-guide – Response timeframes for suppliers]
	
	
	

	1.6
	Peer review RFx 
	
	
	

	1.7
	Approve RFx (ready for publishing)
	
	
	

	1.8
	Obtain nominations for Evaluation Panel
	
	
	

	1.9
	Confirm each Panel member accepts nomination
	
	
	

	1.10
	Schedule key dates and obtain Panel members confirmations
	
	
	

	1.11
	Obtain Conflict of Interest & Confidentiality Agreements

[Refer template: Conflict of Interest & Confidentiality Agreement ]
	
	
	


	2
	Call for Tenders


	#
	Task
	Responsible
	Due Date
	[image: image4.png]




	2.1
	Publish tender on GETS

[Refer template: GETS new tender / opportunity Form]
	
	
	

	2.2
	Publish tender elsewhere (e.g newspaper or trade journal if required)
[Refer example Tender Advert]
	
	
	

	2.3
	Log and respond to/manage queries (post questions on GETs if appropriate) [Refer template: Log Supplier Questions]
	
	
	

	2.4
	Prepare Panel Instructions
[Refer template: Evaluation Panel Instructions & Guide – Scoring Tenders]
	
	
	

	2.5
	Tender closes
	
	
	


	3
	Manage Tenders


	#
	Task
	Responsible
	Due Date
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	3.1
	Log tenders received

[Refer template: Log – Tenders Received]
	
	
	

	3.2
	Issue emails confirming receipt

[Refer: Letter – Receipt of tender/proposal]
	
	
	

	3.4
	Prepare and send papers to Panel members

[Refer template: Evaluation Panel Instructions]
	
	
	


	4
	Evaluation Panel


	#
	Task
	Responsible
	Due Date
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	4.1
	Convene Evaluation Panel meeting & revisit Conflict of Interests with Panel (now they are aware of suppliers involved)
	
	
	

	4.2
	Complete evaluation

[Refer templates: Evaluation of Mandatory Conditions / Tender Criteria Evaluation]
	
	
	

	4.3
	Complete due diligence 

[Refer Quick-Guide – Due Diligence / Checklist – Due Diligence]
	
	
	

	4.4
	Complete panel minutes/ report / recommendations 

[Refer template: Evaluation Panel minutes/report]
	
	
	

	4.5
	Update Probity Report (to this stage)
	
	
	

	4.6
	Submit recommendation for approval
	
	
	

	4.7
	Panel recommendation approved
	
	
	


	5
	Negotiations to debriefs


	#
	Task
	Responsible
	Due Date
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	5.1
	Advise preferred supplier
	
	
	

	5.2
	Organise negotiations

[Refer template: Checklist - Negotiations]
	
	
	

	5.3
	Develop negotiation strategy
	
	
	

	5.4
	Negotiate contract
	
	
	

	5.5
	Prepare contract for signing
	
	
	

	5.6
	Sign contract & advise unsuccessful suppliers of decision
	
	
	

	5.7
	Contract start date
	
	
	

	5.8
	Communicate award of contract (Post Award Notice on GETS)
[Refer Quick-Guide – Communicating the award of contract]
	
	
	

	5.9
	Debrief unsuccessful tenderers

[Refer Guide to supplier debriefs & Checklist – supplier debriefs
	
	
	

	5.10
	Assemble complete Probity File for tender
	
	
	


	6
	Contract management


	#
	Task
	Responsible
	Due Date
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	6.1
	Assign Contract Manager (or team)
	
	
	

	6.2
	Establish contract management plan
	
	
	

	6.3
	Implement the contract 
	
	
	

	6.4
	Monitor and manage performance
	
	
	

	6.5
	Monitor, manage & report on costs
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