
T E N D E R  CHECKLIST- T112023 . . = 1 /  
SHIRE OF 

HARVEY 

T h e  following checklist is to be 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) 31--2121 

-Tender-Checklist-(FRG-17(1-)32),(ijito-beaccessedfrom 

LZE[gcurementTender*\1.Documentation & Templates\20@Q_E.inaLTender-Checklist.docx 

LI.endernumber.g!*Deffription of Tender - 
-Comelete-"Section1-.Description of Tender" in Tender.BegisterfE&§-1-4 

LComlete_'Section-2.-Authorisation to Tender" in Tender R e g i s t e r _ ( D e l e g a . .  

L--al---81[2,gation-within-lt!£-budet-amount-and Account-num-ber 

b-Tendersecification-approval-a®--date-(correct-details--of-®mis/servicefssouhtf&§14(#b 

L--c-Selectio[Griterliaperoval a n d  date, providing details for evaluation of t h e - t e n d e r - ( f * § 1 3 - 0 1 1 * L _  

1.Comelete"Section-3.-Adve®ing_Details and Dates" in Tender Coversheet (F&§-11-14-andl-7 

L-a_ingludecoalesof-advertisem-ents-ln-TenderCoversheet 

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

RComelete'Ciosin-dattand-timslin-Iender-QoversheetIFAG_15 

- m -  1 

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 0.e. the description of the service required, location of the 

service F & G  14 3 a 

Particulars identif in a p 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 

O.e. Instructions to b e  given that tender m u s t  b e  lodged via Tenderlink b y  the closing date ( F & G  14 (3) (c)) a n d  

that details of the Tender 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  placed in the W e s t  Australian n e w s p 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)) 

(The 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  of Councillors will automaticall dis ualif a tenderer. 

Advertising is not 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. 
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3. P O S T  ADVERTISING 
L - - = ! !  

DownloadinofsubmittedtendersfromTenderlinkon TenderGlosing-Date-and-closintimefAG--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). g 

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  0 

resent 

R e m o v e  advertisement from website 9 

R e v i e w  tender d o c u m e n t s  received from service providers [6 

1 



4. SELECTION P R O C E S S  
- - - - - -  = =  

Establish Selection Panel 

C o m  lete audit of c o m  liance criteria 

Determine Meetin date with Selection Panel to finalise scorin of Selection Criteria a c c o r d i n  to matrix /2&.-- 

Finalise recommendation b selection anel 

SELECTION P R O C E S S  (cont) 

Pre are Council Item for recommendation of referred bidder/service rovider 

Obtain Council resolution to acce t uotation of referred tenderer/service rovider 

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

Shire a n d  successful service rovider 

Complete "Section 5. Council resolution a n d  details of successful 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&G 18 4 

5. A P P O I N ™ E N T  O F  SERVICE PROVIDER 
1- 

Notifc-ationin-writi-68-67the-(EO-to-thesuccesfultenderer,unsucessfultendWUPERRiaining-particulars of1 

-thesuggessful-iender,-gradvisintbatnotender-was-accepled(FAR-19-an*18-(S- - - ]  

- O b t a i n - a c c e p t a n c e - o f o f f e r - b - s u c c e s s f u l - s e [ M i c e [ 9 * l e r - -  1 

ies 

C o m p l e t e  T e n d e r  C o v e r s h e e t  (Section 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 Only the amount for the successful tenderer after Tender has been accepted by 

the service provider ( D o  not include a m o u n t  submitted b y  other tenderers), (F&G17(3)) 

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  of 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 

0 

6 
DOCUMENTS TO BE INCLUDED IN THE TENDER FILE 

La.-PEnted--advertisement-of-"Noticeforrequest-forfender'sent-to-newsbaberbu-bliFR-oriublishing- 

j b. N e w s p a p e r  clipping to b e  scanned a n d  included in the T e n d e r  Coversheet._ - 

Full p a g e  extract of the n e w s p a p e r  (s) (name, p a g e  a n d  date), to reflect published advertisement 

e. Completed Tender Coversheet 

f. C o m  leted T e n d e r  Checklist 

CO of the Tender document 

h. C o  of S ecifications if a licable 

i. C o p y  of T e n d e r  Register s h o w i n g  T e n d e r  (to include hyperlinks t o  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  

Minutes, R e  u e s t  for T e n d e r  D o c u m e n t  Brie a n d  T e n d e r  r e c e i v e d  f r o m  s u c c e s s f u l  T e n d e r e r  . 

¤ 1 

* Tenders have to b e  publically invited according to the requirements before a local government enters 
into a contract for a n o t h e r  p e r s o n  t o  s u p p l y  g o o d s  a n d  s e r v i c e s  if t h e  consideration u n d e r  t h e  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 f  outlined in the above have b e e n  completed 

and the Tender Procedure has been adhereellE 

C---4 
S i g n e d  (Official o r  S e n i o r  M a n a g e r )  

€ 3 3 9 * 1  
Signed (CGF D a t ; Z # I * -  
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