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What is this checklist about?

This checklist is designed to help agencies in engaging service providers under the Prequalification Scheme: Performance and Management Services (the Scheme) understand and comply with the requirements of the:

· NSW Government Tendering Guidelines;
· NSW Code of Practice for Procurement; and 
· Scheme Conditions.

The requirements must be met for each individual engagement. This checklist is intended to provide a general overview of the key provisions contained in the aforementioned documents. Agencies may have specific and local arrangements that should also be followed based on the Agency’s own policies and procedures on procurement, delegations and documentation, as long as these arrangements are consistent with the general provisions and requirements of the documents listed above.

The checklist should be read in conjunction with the Guidelines for Agencies. This should be used as a guide and the procedures followed should mirror the risk, value and complexity of each engagement.

For more detailed guidance, contact NSW Procurement through email at consultantprequal@services.nsw.gov.au or visit 
http://www.nswprocurement.com.au/government-procurement-frameworks.aspx




	PREQUALIFICATION SCHEME: PERFORMANCE AND MANAGEMENT SERVICES

	CHECKLIST FOR AGENCIES

	< AGENCY NAME >

	Project/Engagement Name:
	 
	File Ref No.:
	 

	Brief Description of Services:
	 
	 
 
 
 

	 
 
 
 
 
 

	NOTE: If you mark 'NO' to any of the items below, check that you have considered, documented and taken any appropriate action to address issues relating to risk, delegations, authorities and compliance.

	
	
	
	
	

	Planning
	Yes
	 
	No
	

	Has a procurement plan been prepared for the engagement?
	 
	 
	 
	 

	Does the plan address the following?
 
	 
	 
	 
	 

	- purpose of the engagement
 
	 
	 
	 
	 

	- budget and funding source for the engagement
	 
	 
	 
	 

	- nominated manager/owner of the engagement
	 
	 
	 
	 

	- timetable for delivery
 
	 
	 
	 
	 

	Has the plan been approved by an officer with the appropriate delegations?
	 
	 
	 
	 

	Selection from Scheme 
	Yes
	
	No
	

	Was the Request for List form completed and sent to DFS?
	 
	 
	 
	 

	Does the list of Prequalified Service Providers match the engagement requirements?  If not, has a revised list been requested from DFS?
	 
	 
	 
	 

	What is the RFT number provided by DFS?
 
	RFT No:
 
 
	

	Has the current list been obtained prior to contacting the Service Providers to determine their interest in putting forward a proposal for the engagement?
	 
	 
	 
	 

	Have sufficient positive responses been received from service providers to meet the required number of proposals under the Scheme?
	 
	 
	 
	 

	If you answered 'No' above, has exemption from the Scheme requirements been approved by an officer with the appropriate delegations?
	 
	 
	 
	 

	Tendering Process
	Yes
	
	No
	

	Has the Request for Proposal (RFT) document been prepared?
	 
	 
	 
	 

	Does the RFT document include the following key items?
	 
	 
	 
	 

	- objective of the engagement
 
	 
	 
	 
	 

	- background to the engagement
 
	 
	 
	 
	 

	- work description: scope, exclusions, reporting, deliverables and any other specific requirements
	 
	 
	 
	 

	- tendering conditions
 
	 
	 
	 
	 

	- closing date and time of proposals
 
	 
	 
	 
	 

	- method of submissions of proposals
 
	 
	 
	 
	 

	- acceptable formats of proposals (PDF, Word, etc.)
	 
	 
	 
	 

	- policy on late submissions
 
	 
	 
	 
	 

	- evaluation criteria
 
	 
	 
	 
	 

	- how and where to obtain copies of the RFT
	 
	 
	 
	 

	- nominated contact person for requests for information on the RFT
	 
	 
	 
	 

	- pricing schedule
 
	 
	 
	 
	 

	- date and time for completion of project
 
	 
	 
	 
	 

	Are competitive quotations being closed in a tender box?
	 
	 
	 
	 

	Have you prepared and signed off on an Evaluation Plan prior to receiving any tenders?
 
	 
	 
	 
	 

	Tender Evaluation
	Yes
	
	No
	

	Have all proposals received been filed and recorded?
	 
	 
	 
	 

	Have code of conduct and declarations of conflicts of interest forms been completed by all officers involved in the evaluation?
	 
	 
	 
	 

	Was the same evaluation criteria applied to all proposals received?
	
	
	
	

	Has the evaluation/assessment on each proposal been documented?
	 
	 
	 
	 

	Has the tender evaluation report been completed and approved?
	 
	 
	 
	 

	Tender Results and Contract Award
	Yes
	
	No
	

	Has the correct and latest version of the Scheme Standard Form of Agreement been used?
	 
	 
	 
	

	Are insurances up-to-date and sufficient for the engagement risk?
	 
	 
	 
	

	Has DFS been notified of the tender invitations and contract award results?
	 
	 
	 
	

	Contract Management
	Yes
	
	No
	

	If a critical aspect of the performance was not met or performance was deemed unsatisfactory, has a Performance Report been prepared and copy provided to the Service Provider and DFS?
	 
	 
	 
	 

	If the cost of engagement is more than $150,000, has a Performance Report been prepared and copy provided to the Service Provider and DFS?
	 
	 
	 
	 

	Was there any flow-on work? (i.e. work that extended beyond the original contract / engagement)
	 
	 
	 
	 

	How much was the total estimated cost of the initial engagement and all flow-on engagements?
	  $
	 
	

	If the total cost was more than $500,000, did you undertake a new tendering process? If not, do you have appropriate approvals to conduct direct negotiations?
	 
	 
	 
	 

	If the total cost was more than three times the initial engagement price, did you undertake a new tendering process? If not, do you have appropriate approvals to conduct direct negotiations?
	 
	 
	 
	 

	Recordkeeping
	Yes
	
	No
	

	Are the following documents and records kept on file?
	 
	 
	 
	

	- approved project/engagement plan
 
	 
	 
	 
	 

	- request for list of prequalified service providers
	 
	 
	 
	 

	- list of prequalified service providers received from DFS
	 
	 
	 
	 

	- approved exemption from Scheme's required number of proposals
	 
	 
	 
	 

	- approved evaluation plan (signed)
 
	 
	 
	 
	 

	- RFT document and tender responses
	 
	 
	 
	 

	- summary of tender invitations and contract award results
	 
	 
	 
	 

	- evaluation report documenting assessments for all proposals
	 
	 
	 
	 

	- signed agreement with service providers
	 
	 
	 
	 

	- performance reports on service provider, if applicable
	 
	 
	 
	 

	- record of invoices and payments
 
	 
	 
	 
	 

	- variations and/or 'flow-on' work approved
	 
	 
	 
	 

	- time extensions
 
	 
	 
	 
	 

	- correspondence
 
	 
	 
	 
	 

	- minutes of meetings
 
	 
	 
	 
	 

	Disclosure
	Yes
	
	No
	

	Has the engagement details been recorded/disclosed in the Government Contracts register as required by the GIPA Act for contracts equal to or more than $150,000?
	 
	 
	 
	 

	Has engagement details been included in the Agency's Annual Report?
	 
	 
	 

	- if equal to or over $50,000: name of consultant, title of engagement and actual cost of engagement.
	 
	 
	 
	 

	- if less than $50,000: aggregated with other contracts for disclosure of the total number and total value of engagements.
	 
	 
	 
	 

	 
 
 
 
 
 

	Completed by
	 
	 Date Completed:
	 
 
 

	Position Title:
	 
	 Agency Branch/Unit:
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