All $S20k to $99.9k Wol procurement processes steps

Gather the following information needed to setup a
Procurement plan in the Contract Management System
Identify need (CMS), at a minimum :

®  what it is you need or the outcome you need?
Talk to the Project )
Management Office. °
You may need to
: )
complete a Project

Need charter
5 EEREEET what budget do you have for the goods/services, each

consultant or financial year and Whole of Life (WoL)?
professional what cost centre will be paying for the goods/services?

why is it required/needed?
Create a Procurement

plan in the CMS and enter
for how long (maximum term) do you need the goods / the details

services?

when do you need the goods/services?

services?

Facilitated by the Procurement team.

Review the panel information and apply filters
and keywords to get a shortlist of at least three
(3) panel members to get a quote from who
should be able to provide the goods/services Aware of
required (they should also all be a New Zealand* Need to use a panel 3 New Zealand Businesses
Business unless there is a good reason not to). of suppliers? that could provide the
Complete the appropriate Procurement plan from Goods/Services?

the “approved NZGP templates” (ensure to fully

document the criteria used to shortlist the

suppliers).

Complete the Procurement Complete your Col declaration
plan, with the approach to be (online tool) then send for
using GETS approval

Procurement plan approved
(automatic workflow)

Selected all New Complete justification/reasoning why
Zealand not using NZ Businesses. and attach it t Draft the tender documents
Businesses? the Procurement plan.

Set the Businesses up in the
CMS in the Interested
Parties tab

Get the tender docs approved
for release

Complete the Procurement plan
Procurement plan approved including any additional information to
(automatic workflow) be entered into the “Approved

template” and send for approval.

Complete your Col declaration Release the tender via GETS as
(online tool) then send for RFQ
approval

Tender responses received and entered into
the CMS, and responses sent to evaluation
team for evaluation

Request a quote from each
of the businesses.

Tender responses received and
entered into the CMS

Complete additional COI declaration

Evaluation and recommendation report
completed and endorsed by evaluation
team

Complete evaluation, moderation and
selection of supplier

Send compliant response to the
evaluation team for evaluation

Procurement team creates
Contract record, and notifies
business

Get contract approved and
signed by sponsor/cost centre
Owner

Get report approved by

Contract negotiations and the
“Approval to contract” report

sponsor/cost centre
Owner

A

Engagement begins

Supplier completes new

. Ensure all documentation . supplier form and sends form
Debrief documents and face to associated with the process Is the supplier a and bank details to

. ier?
face debriefs completed has been filed in the CMS. ey el finance@taumataarowai.govt.
nz

* New Zealand Business in relation to the Procurement rules also includes all Australian businesses
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