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	Procurement – driving better value for money



	GETS - Submit new tender / opportunity

Key Information Form
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	INSTRUCTIONS: When e-mailing your new tender / opportunity document for publication on GETS (info@gets.govt.nz) please complete and attach this form. 


	Organisation’s Name
	[Your agency’s name]

	Country
	New Zealand 

	Title of tender
	[short title for the tender or opportunity]
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	IMPORTANT: The title can be a maximum of 60 characters. Think of the title as the ‘headline’ that will ‘market’ the opportunity and encourage suppliers to read further. 


	Tender Type
	[Select from list below]

	ROI
	Registration of interest
	RFT
	Request for Tender

	EOI
	Expression of Interest
	PSA
	Preferred Supplier Arrangement

	RFI
	Request for Information
	PCA
	Panel Contract Arrangement 

	RFP
	Request for Proposal
	DIS
	Disposal

	RFQ
	Request for Quote
	NOI
	Notice of Information


	Reference number
	[your agency’s reference number if appropriate]

	Description
	[write a brief description of the tender or opportunity]
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	IMPORTANT: Ensure that the description does your tender justice – it needs to be concise yet comprehensive enough to encourage the right suppliers to seek out the full tender documents 


	Respond by
	Date
	DD/MM/YYYY
	Time
	HH/MM AM/PM
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	You must allow at least 10 for suppliers to respond to your tender. Often longer will be required. Please read the ‘Quick-Guide: Response timeframes for suppliers’


	Address enquires to
	Name
	

	
	Email
	

	
	Physical address or post office box
	


	Submitted by
(The person submitting this notice.These details aren’t published)
	Name
	

	
	Email
	

	
	Telephone
	


	Tender watch codes
	[enter the relevant GETS codes here]
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	Multiple codes can be entered. For a full list of codes refer to - ‘GETS Tender Watch Codes’


1039682
1039682
	

 Crown Copyright
	
	1


1039682
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