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Appendix 3
Procurement Toolkit

PLACE THE APPROPRIATE WORKSHEET(S) ON THE PROJECT FILE
nb this toolkit should be read in conjunction with the suite of Standard Documents

Receive Instructions from Stak ‘olders via Intranet

Set up lek off meeting wi
Agree prOJect title
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REQUEST FOR QUOTATION WORKSHEET

Notes

|Password:

|Date issued:

G lRecelved D

. :Agreed Date:

Agreed Date:

1PQQ Return Iate :

Meetlng Date:

~ |Venue:

|pate issued:
~ |Date sent:




LE

Request for Quotation Worksheet Continued

nt Specific queshons

E‘hter Contract”Det

s on Contract Reglster

. ‘A reed Date
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FRAMEWORK WORKSHEET

using a framework




6¢

Framework Worksheet Continued

ns sentin to Procurem‘ t Assistant- responses circul:

> all bidders

f call off, été) -
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TENDER WORKSHEET

Agreed Date:
Agreed Date: L
PQQ Return Date:5
~ §Meetmg Date:

Agree Sec’uon 10 "Requwement SpeC|f|c" Questions wrth Stakeholder
Produce final PQQ Evaluation Sheet in conjunction with Stakeholder
Agree tlmescale for PQQ period with Stakeholder -

Agree PQQ Evaluatlon Meetmg

Password:

 IDate issued:

 |Date issued:

Agreed Date:
Tender Return Dat
Date informed:
Meeting Date
Venue:
Invites sent:

rilynvit‘e Legal, F‘ihance, Audit,kMembers, Stakeholders to Evaluation Meeting
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Tender Worksheet Continued

f required
: da’uon to Cab

- |Tender Issue Date:




TENDER WORKSHEET Notes

;ee“timescale for PQQ perlod with Stakeholder
ree PQQ Evaluation Meetmg e

|BolsoverSP

Y

g:?Mechanlsm :
cific questions :
st/Quahty Evaluatlon Sheet in c_‘




ey

Tender Worksheet Ccntinued

Tender Return Dat"‘
Date mformed :

s to Evaluation Meeting
ement Assistant for issue ﬁ;
circulated to all bldders

Inwte Bidders te | €
Take up References if r




