
TENDER CHECKLIST- T032024 
SHIRE OF 

HARVEY 

T h e  following checklist is to b e  completed as part of coordinating a Public Tender 

on behalf of the Shire of Harvey 

(Checklist drafted in accordance with Local G o v e r n m e n t  (Functions a n d  General (F&G)) Regulations 1 9 9 6  Part 4 

Provision of goods and services* and 

Shire of Harvey Council Policy 2.2.11 Purchasing Policy) 

1. C O M P L E T I O N  O F  T E N D E R  C O V E R S H E E T  (Prior to Advertising) 

-Tender-Ehecklist-(fiG-17(1-j,(2),(5))to-be-accessedfrom 

X:\Procurement\Tenders\1.Documentation & Templates\2020 Final Tender Checklist.docx 

T e n d e r  n u m b e r  a n d  Description of Tender 

C o m p l e t e  "Section 1. Description of Tender" in Tender Register ( F & G  14) 

C o m p l e t e  "Section 2. Authorisation to Tender" in T e n d e r  Register (Delegation 2.2.11) 

a) Allocation within the budget a m o u n t  a n d  Account n u m b e r  

b-Tender-specificationaroval-and-date(correctdetails_ofitemfs/service{§1§2ghtf*§1441.b 

c) Selection Criteria approval a n d  date, providing details for evaluation of the tender ( F & G 1 4  (4) (c)) 

C o m p l e t e  "Section 3. Advertising Details a n d  Dates" in Tender Coversheet ( F & G  13, 1 4  a n d  17) 

a) Include copies of advertisements in Tender Coversheet 

b) Indicate if t e n d e r s  a r e  s o u g h t  via: - 

i. Public T e n d e r ,  

ii. E Q u o t e s  W A L G A  

Complete "Closing date and time" in Tender Coversheet (F&G 15) 

2. TENDER ADVERTISEMENT 

T e n d e r  n u m b e r  is included 

Brief description of the g o o d s  or services sought O.e. the description of the service required, location of the 

service F & G  14 3 a 

Particulars identif in a e r s o n  f r o m  w h o m  additional t e n d e r  information m a  b e  o b t a i n e d  F & G  1 4  3 b 

Include information a s  to w h e r e  a n d  h o w  tenders m a y  b e  submitted 

0.e. Instructions to b e  given that tender m u s t  b e  lodged via Tenderlink by the closing date ( F & G  1 4  (3) (c)) a n d  

that details of the T e n d e r  a n d  Specifications are available by registering with Tenderlink at 

www.tenderlink.com/ShireofHarvey 

Include a n  e n d o r s e m e n t  that ostal, e m a i l e d  o r  facsimile s u b m i s s i o n s  will not b e  a c c e  ted 

S t a t e  w i d e  public notice g i v e n  o n  all t e n d e r s  ( F & G  14(1)) 

Advertisements M U S T  b e  laced in the W e s t  Australian n e w s  a er 

Include a date a n d  time after which tender cannot b e  submitted, closing time a n d  date ( F & G  1 4  (3) (d)) 

( T h e  time after which tender cannot b e  submitted (closing date) h a s  to b e  at least fourteen (14) d a y s  after the 

notice is first p u b l i s h e d  in t h e  W e s t  Australian ( F & G  15(1)) 

Closing day should be a Thursday. 

(Additional advertisements c a n  b e  placed in the local media) 

Include: C a n v a s s i n  o f  Councillors will automaticall dis ualif a tenderer. 

Advertising is n o t  to o c c u r  until t h e  T e n d e r  Specification is s i g n e d  b y  t h e  C E O ,  inclusive of t h e  selection criteria 

a n d  w e i  htin s to a I 

Inform Marketing a n d  Communications Officer of project a n d  advertising period for placement o n  Shire website. 

D o w n l o a d  T e n d e r  via Tenderlink. 

3. POST ADVERTISING 

-Downioading-of-submitted-tendersfromTenderlinkfon-Tender-Elosing-Dateand-closing-time(FRG-1-6,17) 

C o m p l e t e  "Section 4. Tenders Received" in Tender Coversheet ( F & G  16, 17), ( N a m e  and Address of Tenderer, 

D a t e  a n d  t i m e  o f  t e n d e r  o p e n i n g  a n d  initials o f  officers present). 

Include Details of Tenderers in Attendance at the Opening of Tenders ( N a m e  of representative a n d  c o m p a n y  

name, F&G 16 
C o m p l e t e  "Certification" in T e n d e r  C o v e r s h e e t  ( F & G  16). 

( T e n d e r  o p e n i n g  d a t e  a n d  t i m e  - t w o  officials t o  c o m p l e t e  this section - O n e  S e n i o r  Staff m e m b e r  M U S T  b e  

resent 

R e m o v e  advertisement from website 

Review tender documents received from service providers 
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4. SELECTION P R O C E S S  

LEs!*8§11-Sele*lon.Eanel 

LComelete-audit-ofcomgliancecnte[la 

Determine-Meeting-date-*th.-Selection_Panel-tofinahse-sco®g--Qi.Selection-Q[!tena-acco[*!g-19-matnx 

LE.l[*serecommendation-bzselectioneanel 

SELECTION P R O C E S S  (cont) 

PrebareCouncilitemforrecomrnendationoffreferredb1dder/servicerovider 

-Obtain-Councll-resolution-!9_acceet quotaugn-ofereferrettenderer/se®ceR[ovider 

1 C o u n c i l  authorisation to C E O  a n d  S h i r e  P r e s i d e n t  to sign a n d  seal G e n e r a l  C o n d i t i o n s  o f  C o n t r a c t  b e t w e e n  

LShireand.suggessful-serviceprovider 
Complete "Section 5. Council resolution a n d  details of successful tender" (Reso/ution Number, meeting date, 

successful tenderer) \n T e n d e r  Coversheet a n d  attach a c o p y  of the extract from the Council Meeting minutes 

L F E - 1 8 ( 4 -  
APPOINTMENT OF SERVICE PROVIDER 

Notification-in-writii«by-the-CEO--to-the-successful-tenderer,-unsuccessful-tenderers-conta-iningparticulars-of- 

the-successful_tender,_9[advisinalhal.no_tenderwasaggeetedff&9-12.ani18(5 

F d o m p l e t e f e n d e r  C o v e r s h e e t  ( S e c t i o n  5. O f  T e n d e r  C o v e r s h e e t ,  c o l u m n  - 'Detail o f  s u c c e s s f u l  T e n d e r ' )  

Note: 'The Tender Coversheet is to include On/y the amount for the successful tenderer after Tender has been accepted by 

the ser**prRY!*r-(Rg-ngLklgIM-§!BRM[Hly!2mli!95!*y-21!1KignE!REgEkIEAQ11@1-_ 

F f e n d e r - P r o c e s s - C o m p l e t e d ,  R e c o r d i n g  o f  T e n d e r  d o c u m e n t s  a n d  filing of all required information p l a c e d  in 

DOCUMENTS TO BE INCLUDED IN THE TENDER FILE 

ZE@tedadvertisementof"Noticeforreiuestforiender'senttonewsEa6erublisherorublishin 

_News.Rgee[-chinto_bescanned.and-includedinthe TenderQgvershfet. 

_Full.pagg.extractof-the.newsaer(sname,eage_and.date,-to-reflecte®lishedadvertisement 

_Comeleted-Tender.Coversheet 

_ComeletedIenderChecklist 

-Coagfibe Tenderdocument 

C o p y  of Tender Register showing T e n d e r  (to include hyperlinks to T e n d e r  Coversheet, Council Item 1 

_Minutes,-Reguestfor-Tender_Document(Brie-and_Tender-receivedfromsuccessful_TendereL__-1 

* 11 

Tenders have to b e  publically invited according to the requirements before a local government enters 
into a contract for another person to supply g o o d s  a n d  services if the consideration under the contract 

is, o r  is e x p e c t e d  t o  be, m o r e ,  o r  w o r t h  m o r e ,  t h a n  $ 1 5 0  0 0 0  u n l e s s  subregulation (2) states o t h e r w i s e "  

- Functions and General 11(1) Regulations 1996. 

Declaration 

T h e  Tender Checklist a n d  Tender Coversheet a s  outlined in the above have b e e n  completed 

and the Tender Procedure has been ff'16: 

S i g n e d  (Official o r  S e n i o r  M a n a g e r )  Liz- 

Signed (CGR)_. 

-OJ 1 { 2 D a t e -  

Date ,%11 2 9  

1--*Et-}-i-«ili--fef]*1-*L 
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