Tenders WA Request Release Form
Complete this form to release your Request on Tenders WA through Department of Finance Tendering Services.
On approval to release the request, email this form to Tendering Services: tenderingservices@finance.wa.gov.au
Note: It is the responsibility of the requesting officer to ensure that all invitees are registered on Tenders WA prior to submission.
	TITLE
	DESCRIPTION
	DETAILS

	Request Status
	Open: Accessible by everyone
Supplier Notification: Accessible by all users with invited respondents notified by email only

Invited: All users can view request summary and only invited respondents can access specification documents and respond
Restricted: Access restricted to invited respondents only
	

	Client Agency
	Name of the Public Authority the request is for
	     

	Briefing Session/Site Visit
	No
Yes - Non-mandatory
Yes - Mandatory
	

	Briefing Session Details
	Location

Date and Time

Site Visit

Contact Person

Additional information
	Location: 
     
Date and Time:
     
Site Visit: 

Contact Person:
     
Addition Information:
     

	Online Events System
	If an online events system registration is required, please specify the website address (URL)
	     

	Request Type
	
	

	Type of Work
	Goods and Services OR Works
	

	DCSP Policy
	Community Services Delivering Community Services in Partnership
	

	Invitation List Attached?
	Is there a notification/invitation list? (Attach list to email)
All companies & contacts are confirmed as registered on Tenders WA
	


	Request Title
	Same as in the Request Document
	     

	Request Number
(Tender No)
	Maximum 20 alphanumeric characters and no special characters

(i.e. &, /, etc.)

Example: FIN123
	     

	Description
	The request description information (e.g. 31/10/217)
	     

	Release Date 
	Request release date in Tenders WA (e.g. 31/10/2017)
	     

	Closing Date
	Request Closing Date in Tenders WA

Note: Cannot close on a Monday or a day following a Public Holiday
	     

	Closing Time
	Compulsory default time is 2:30pm
	2:30pm

	Category (UNSPSC)
	One UNSPSC is selected, percentage value = 100%

Two or three UNSPSC are selected, specify the value for each code in % to total 100%

Maximum of three UNSPSC categories may be selected
Contact Procurement Systems to request the UNSPSC Lookup Tool
	UNSPSC

     
     
     
	Percentage

   
   
   

	Electronic Tender Lodgement (ETB)
	Close @ Tendering Services Only
(Optima Centre, 16 Parkland Road, Osborne Park WA)
	

	Physical Tender Box (PTB)
	Close @ Tendering Services Only

(Optima Centre, 16 Parkland Road, Osborne Park WA)
	

	Region
	Refer to the Buy Local Policy 2020
	

	Contractual Enquiries
	Contact for procurement process enquiries
	Name: 
     
Email: 
     
Phone: 
     

	Technical Enquiries
	Contact for technical enquiries
	Name: 
     
Email: 
     
Phone: 
     

	Specification Documents Available From
	Tendering Services or Other (please specify)
	
     

	Request Approved By
	Name of approving officer
	     


