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Typical Times for Requests for Tender
The Request for Tender process comprises a number of activities:
· Planning and analysis - The most important to resource and have budget, capacity, and knowledge
· Go-to-market - Gaining market position intelligence and save money on strategy
· Evaluation - 	Policy and best practice. Is it fair and what can we do better
· Negotiation and contract award - Do we ask suppliers for their best and final offer - Length of the contract and performance
· Supplier transition and mobilisation Resources, comms, staff, and capability - risks (OH&S) safety of staff etc
The typical elapsed time to perform these activities varies depending on the complexity of the requirement and the nature and knowledge of the supply market. These activities will be documented in 2025 for our Procurement 
More complex requirements and supply markets require more time in planning, the period that the tender is out to market, the period for evaluation of tender submissions and any negotiations, the time for consideration and approval of award recommendations, and mobilisation.
The typical timelines for these for projects of different complexity are shown in Appendix 1. The typical overall elapsed time from the time of completion of the Contract Initiation Form to supplier mobilisation, are summarised in the table below.
	Project and Supply Market Complexity
	Out-to-Market Time
	Typical Overall Elapsed Time

	Low
	3 weeks
	3 months

	Medium - Procurement Plan & VFM
	4 weeks
	4 months

	High (Value) Procurement Plan & VFM
	6 weeks
	5 months

	Very High (Value) Procurement Plan & VFM
	8 weeks
	10+ months



	Task Example of Medium - 4 week / 4 months
	

	Forward planning, resourcing and capability                                                                  
	2 Months - Minimum
Planned resources - Customised Procurement plans for your business unit and Value for Money (VFM) assessments to meet future requirements on our Procurement Steering Committee - PSC

	Procurement Plan - VFM/PSC requirements
	

	Contract initiation and discussion with Procurement
	

	Specification to Procurement for review                
	A lot of time is wasted here with rushed specifications - This is part of the first 2 months of the process that has multiple amendments

	Tender to go out                                                 
	  4 weeks recommended as a minimum, 6 is best practice

	Tender submission received                                 
	This process should also be forward planned for a 2 month total period in the (4 month example). Scoring and Recommendations need to occur across several stakeholders and consensus scoring and clarifications take time. Negotiating your best and final offer and t's and c's. Acceptance can take 2- 4 weeks if legal amendments are needed

	Panel committee scoring & recommendations       
	

	Report/Meetings - Directors/Executive for approval  - Council approval   - Contract Draft - Negotiation - Acceptance         
	




Very high complexity projects are usually high value and risk procurements, often with complex sourcing strategies such as the use of a two-stage procurement approach (Expression of Interest followed by a Request for Tender issued to select suppliers) or establishment of a panel of suppliers across multiple service types. These projects will now also require a Simple Procurement Plan and a Value for Money Assessment.
The minimum recommended time for tenders to be out to market is 4 weeks to enable time for suppliers to work on tender submissions and to ensure adequate and competitive responses. We are at high risk of poor responses and poor branding if this does not occur.
Note that the time from completion of evaluation to approval of award recommendations can often be 4 weeks or more due to the award being approved at multiple levels in the organisation and in some cases, having to be submitted for Council resolution.
Business areas should have conversations with Procurement about forthcoming tenders in order that sufficient time is allowed in line with the above timelines. Typical elapsed times for the end-to-end Request for Tender process are shown below for projects of differing levels of complexity. You will need to attend all forward procurement planning to be able to plan and prioritise your work. Otherwise there will be no guarantees your work can be completed on time.
Please ensure councillors do not participate in creating timelines, amending them or advising on them directly as that will interfere with procurement guidelines. If you are unsure please contact the Procurement team for training and clarification.
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Planning Develop
and Sourcing Go to Evaluate Negotiate Transition/
Analysis Strategy Market Responses and Award Mobilisation
Complexity Typical Elapsed Time Total
Low 2 weeks. 3 weeks 2 weeks. 4 weeks. 1 week+ 3 months
Medium 3weeks 4 weeks 3weeks 5 weeks 3weeks 4months
High 4weeks 6 weeks 4weeks 6weeks 6weeks 5months
Very High 6 weeks 8 weeks 8weeks 12 wesks 12 weeks 10 months+
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