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Procurement Job Document
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High level information
	Job Title:
	

	Job Number:
	

	Category:
	

	☐  Equipment
☐  Software
☐  Infrastructure
☐  Services
	☐  Integration
☐  Maintenance
☐  Support
☐  Consultant

	Procurement Officer:
	

	Probity Officer:
	

	Client Contact:
	

	Original Strategy:
	

	Procurement Strategy:
	

	Standing Offer Arrangement:
	

	Contract Conditions:
	

	Contract Details:
	

	Orig. Total Contract Value incl.
	

	This Total Contract Value incl.
	

	This Total Contract Value
	☐  Estimate    ☐  Successful Supplier Price

	Functional Delegate:
	

	Financial Delegate:
	

	Cost Centre:
	

	Purchase Order Number:
	

	Initial Engagement date:
	

	Contract / Variation Dates:
	



Key Documents in Final / Endorsed/ Approved / Executed / Emailed
	



E
N
G
A
G
E
	Initial Engagement Email
	☐	M
	Tender Register
	☐

	
	Sourcing Plan
	☐	

E
V
A
L
	Mandatory criteria evaluated
	☐

	
	Risk Level identified
	☐	
	Evaluation Report approved
	☐
	
	Budget confirmation
	☐	
	Financial Approval
	☐
	
	Functional approval
	☐	
	Award successful Supplier
	☐

	
	Compliance approval
	☐	
	Contract document
	☐
	
	Board Approval
	☐	
C
O
N
T
R
A
C
T
	Contract counter-executed
	☐
	
	Requirements endorsed
	☐	
	Purchase Order
	☐
	
	Tender Evaluation Plan endorsed
	☐
	
	Email – Unsuccessful Suppliers
	☐

	
	Evaluator COI Declarations
	☐
	
	Contract Register updated
	☐
	
	Tender Document
	☐
	
	Handover
	☐
	
	Tender Schedule
	☐
	
	Job complete
	☐
	Date
	Notes
	Embed doc
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Contract Phase


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Job complete
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