
TENDER CHECKLIST- T102023 
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&(3)) 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) R T I  
. =  r 

T e n d e r  C h e c k l i s t  ( F & G  1 7  (1), (2),(3)) to b e  a c c e s s e d  f r o m  

3.Frocurem-entiTendersi1-.Documentation-*-Temfates12029--FinaLIenderChecklist.docx 

-Comelete-3%!*LL--Descrletion_of Tender"_in-Tender-Registerff&914 

Comelete-"Section@.Authonsationto-Tender"_@Tender-Reister(Deleation--2.2.111________-___4 
_al__-8!Iggation-withinthebudgetamount.and..Account-number 

_b_-TendersRecificationaroval-and-date-(correct-details_of-!temfs/servicefsksoughtE&9144&11___1. 

_RL_§§!ection-Criteriaaerovalanddate,Providin-detalls-for-evaluation-ofthetende[E*9144(glL-_-_l 
-Comelete.lection-3.-Advertisin-Detal!§-aniDates"inTender-CoversheeLF&§13,14-ani17 

1.PubhGTender, 

.Cgmelete'Ciosing-date-andtlms'l[LIender-goversheet-FAG--15 

2. T E N D E R  ADVERTISEMENT 

Tendernumberisincluded 
Brief description o f  t h e  g o o d s  o r  services s o u g h t  (/.e. t h e  

description of the service required, location of the 

Particulars-identilna_Rerson-from-whom--additional-tenderinformation-mabe-obtained.-ff&9_143*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 b y  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 b y  registering with Tenderlink at www.tenderlink.com/ShireofHarvey 

Include-an-endorsem-ent-tbal-Postal.em-alled-gr-facsimile-submissionswilinot-beacceeted 
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-MUST-belacedinthe.RestAustraliall-newseapeL__________--______--__-4- 
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 o f  t h e  selection criteria a n d  w e i  htjn 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 

f Downloading of subm-R@_R®gfifcgm--I.€®.®j«-g-Is.®£[.-Q!*82-2§k_§£!iglg§.lgitlmgEAP-1L1D___1 
Complete "Section 4. Tenders Received" in Tender Coversheet ( F & G  16, 17), 

( N a m e  a n d  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 O p e n i n g  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 & ( 3  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  

Review tender documents received from service providers 
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4. SELECTION PROCESS 

_Comelete_audit-ofcomellance-c[Beria 

1-Determine-Meeting-date-with.Selectionfanetio-finalise-§2®9.-of-Selection-Q[!te®-according-to-matnx 

Lfinalise-recommendation-§*-selectionealle.L__--___-_-_____-_-____-_- 

SELECTION P R O C E S S  (cont) 

Uzmfm-re-Councll-Hemforrecommendabon-of-Preferredbidderher*Refoxider 

LOM@!1-Coundresolubon-to-acceetguotabonoffeferrettenderer/service..Provider 

I Council authorisation to C E O  a n d  Shire President to sign a n d  seal General Conditions of Contract between 

Shireandsuccessful.service-grovider 

1 C o m p l e t e  "Section 5. C o u n c i l  resolution a n d  details o f  s u c c e s s f u l  tender" 

(Resolution Number, meeting date, 

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

(F&(3 1 8  (4)) 

5. APPOINTME N T  O F  SERVICE PROVIDER 

-Notification in writing b y  the C E O  to the successful tenderer, unsuccessful tenderers containing particulars of 

-the_successfullende[Loradvisin-thainotender-was-acceeted{FAR-19-and-18{5»--_-_______-__-_-4 

F - G m p l e t e  T e n d e r  Coversheet 
(Section 5. O f  T e n d e r  Coversheet, c o l u m n  - 'Detail of successful Tender') 

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

T 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 o f  all required information p l a c e d  in 

Tender File 

DOCUMENTS TO BE INCLUDED IN THE TENDER FILE 

1-k_.....NewseaRerc!.lp®9-12&9-scanned-andingly®il!]lhe-Tende[Qoversheet. 

bc._Fullageextractofthe-newseaeersname,Bage-and-datel,to-reflecLE®lished-advertisems[IL 

UL__.Extractotgouncil-M.lnutes-with-Resolution 

Le._Comeleted-Tender-Coversheet_ 
RL__--_Comeleted-Tender-gbeckllst 

. C O  of the Tender d o c u m e n t  

i. C o p y  o f  T e n d e r  Register s h o w i n g  T e n d e r  (to include hyperlinks to T e n d e r  C o v e r s h e e t ,  C o u n c i l  I t e m  

* Tenders have to be 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 u n d e r  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  s u b r e g u l a t i o n  (2) states o t h e r w i s e "  

- Functions and General 11(1) Regulations 1996. 

Declaration 

T h e  T e n d e r  Checklist and T e n d e r  C o v e  

and the Tender Procedure has been a ® e  

Lleettt: 

red to: 

®-tlined in the above have been completed 

/6 1 
)ate 

D a t Z E @  
Signed (Official o r  Seniar Man-4 - " '  - I 

- h  

Signed (CGR) 
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