	



	User guidance
The standard form following is for the preparation of a tender document for Consultancy Services: Multiple Tenders
Part 0: Cover Sheet and Master Table of Contents
Guide notes
This standard form contains guidance in hidden text, ie:
GUIDE NOTES;
Guide Note examples
Viewing guide notes
1. If the guide notes are not visible, click on the Show/Hide button [image: image1.bmp].
2. If still not visible, then:

•  At the Tools menu;

•  Click Options, and click the View tab;
•  Tick the Hidden Text check box and click the OK button.
Insertion points
Each ‘»’ shows where input is required. Click onto each ‘»’ and overtype.
When completed
1. Remove all guide notes manually or by the following steps:
•  On the Edit menu click Replace, then (if required) 
•  Click the More button;
•  Click the Format button, click on Font;
•  Tick the Hidden check box and click the OK button;
•  Click the Special button, click on Any Character; then
•  Click the Replace All button.
2. Delete this User guidance, along with the following Page Break.
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Tender Document

for:

Insert the Name of project and/or contract, and description of services., For Example:

Extensions to Hopetown Public School

Architectural Design Services

»

Insert RFT number

NOTE: The contract, or Request for Tender (RFT), number must be allocated by the Suppliers Systems Coordinator.  To request one, use the form Request for list of pre-qualified consultants and RFT number.

Contract No: »

Insert the month and year.

»

Insert client’s name, For Example:  

Department of Education and Training

Client: »

Tender documents prepared by:

Insert the Agency name and Division/Group preparing the documents. For Example:

Department of Services, Technology & Administration
Programs Branch

»

Submission details:

Refer to Conditions of Tendering clause Submission of Tenders.

Space

Master Table of Contents

Complete the Master table of contents as required.

Insert corresponding information on the Tender Form.

Insert the page number on which each section commences and finishes.

Expand tables by clicking in the last cell and pressing the Tab key as necessary.

	Tendering
	

	
	Conditions of Tendering
	1 to »

	
	Tender Schedules
	1 to »


	Specification
	

	1. 
	Conditions of Agreement
	1 to »

	2. 
	Agreement Information
	1 to »

	3. 
	The Services
	1 to »


List any drawings and/or docucuments relevant to the Engagement.  If none, then delete the following table.
	Attachments
	

	»
	»
	»

	»
	»
	»


