



community services procurement timeline

	Request No.
	
	Request Title
	

	Service Agreement Term (incl any extension options)
	

	Service Agreement Commencement Date
	

	Estimated Service Agreement Value (incl GST)
	


1. PLANNING
	TASK
	Target Date
	Actual Date
	Notes

	Undertake consultation and collaboration with key stakeholders
	
	
	

	Develop business case
	
	
	

	Create file for procurement process
	
	
	

	Enter details into procurement system/register
	
	
	

	Develop procurement timeline
	
	
	

	Develop exemption request (Delete if not required)
	
	
	Use template

	Approval of exemption (Delete if not required)
	
	
	

	Identify requirement – quality standards, service requirements, qualitative criteria, pricing structure etc.
	
	
	

	Conduct risk assessment
	
	
	

	Develop procurement plan ($5 mil+), if applicable.
	
	
	Use template

	Submit procurement plan to CSPRC ($5 mil+), if applicable.
	
	
	

	Procurement plan endorsed by CSPRC ($5 mil+)
	
	
	

	Early tender advice entered on Tenders WA (if required)
	
	
	

	Procurement plan approved by Accountable / Delegated Authority ($5 mil+)
	
	
	


2. DEVELOPMENT AND ADVERTISING
	TASK
	Target Date
	Actual Date
	Notes

	Develop draft Request 
	
	
	Use template

	Draft community services Request for Comment issued    
	
	
	

	Briefing session(s)
	
	
	

	Final Request approved by Accountable / Delegated  Authority
	
	
	

	Request advertised on Tenders WA
	
	
	Open a minimum of 14 days

	Mandatory / Non Mandatory Briefing (if required)
	
	
	

	Addendum / addenda issued (if required)
	
	
	Use template

	Request closing date
	
	
	


3. EVALUATION AND AWARD
	TASK
	Target Date
	Actual Date
	Notes

	Prepare evaluation handbooks
	
	
	Use template

	Verify compliance and currency of insurances
	
	
	

	Pre-evaluation meeting
	
	
	

	Evaluation consensus meeting
	
	
	

	Short-listing and clarification of issues (if required)
	
	
	

	Draft evaluation report and send to evaluation panel for comment and feedback
	
	
	Use template

	Submit evaluation report to CSPRC ($5 mil+)
	
	
	

	Evaluation report endorsed by CSPRC ($5 mil+)

	
	
	

	Evaluation report signed by the evaluation panel
	
	
	

	Evaluation report endorsed by Accountable/Delegated Authority
	
	
	

	Preferred respondent letter signed by Accountable/Delegated Authority 
 (if required)
	
	
	Use template

	Preferred respondent issues resolution/negotiation process (final agreement on terms and conditions) (if required)
	
	
	

	Award/Decline letters signed and issued by Accountable/Delegated Authority
	
	
	Use template 

	Provide minimum of three months’ notice to providers whose service agreements are ceasing
	
	
	

	Publish award details on Tenders WA ($50,000+)
	
	
	

	Develop contract management plan (if required)
	
	
	Use template 

	Contract management plan approved by Accountable/Delegated Authority (if required)
	
	
	

	Ensure all relevant documents are filed in the contract management file
	
	
	

	Contract handover to contract manager
	
	
	

	Provide a set of contract documents to the service provider
	
	
	

	Contract commencement date
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