[image: image1.png]I you're
you need to
be on




   Essential Knowledge


Procurement Checklist
The following checklist has been compiled to ensure that all the various aspects of the tendering process have been considered and actioned as appropriate.
 
1
Establish procurement route & tender programme
· Single tender
· Competitive tender 
· Negotiated 

2
Select the list of tenderers
· Consult customer for possible suppliers 
· Check existing database for possible suppliers
· Pre-qualify any non-listed suppliers
 
3.
Compile tender documents
· Tender enquiry letter
· Company terms & conditions
· Specification
· Drawings
· Programmes
· Trade-specific criteria 

· Site-specific information for each site in the tender 

· Pre-addressed tender return envelope 

· Pricing schedules
 
4
Mid-tender actions (as required)
· Arrange site visits
· Hold interviews and minute
· Additional correspondence
· Ensure all tenders received on time 
 
5.
Receive tenders 
· Record receipt of tenders
· Convene opening panel (if required)
· Open tenders and record unchecked results
 
6.
Compare and evaluate tender(s)
· Compliant prices
· Discount requested & given
· Specification
Qualifications
· Exclusions
· Additions
· Emergency charges e.g. call -outs, express delivery
· Out of hours working
· Fixed price
· Payment terms
· Delivery periods
· Terms & conditions
· Technical
· Trade checklists 
· Competence
· Resources
· Method statements
· Risk analysis
· Health & safety
· Environmental management
 
7.
Convene post-tender interview with probable supplier(s)
· Invite all interested parties
· Minute meeting and circulate to all parties
· Scope of works understood
· Resources available
· Health and safety requirements 
· Review tender documents
· Eliminate qualifications
· Provide clarifications
 
8.
Recommendation
· Ensure all qualifications removed or priced
· List relevant documents
· Detail prices
· Summary of tender process and prices received
· Obtain approval from relevant authority
· Issue recommendation to all parties
 
9.
Order
· Purchase order
· Service level agreement
· Signed off by authorised signatory
· Order to be cost coded by issuer
· Contract documents 
· Company terms & conditions
· Delivery dates
· Itemised and totalled prices
· Specifications
· Supplier contact name
· Confirmation if order number given verbally
· Refer to previous correspondence and attachments
 
10.
Post-order 
· Supplier signs and returns contract
· Chase supplier if not received in ten days
· Company signs contract and returns copy to supplier
· Copy to main file
· Advise unsuccessful tenderers
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