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PROCUREMENT PROCEDURE
Purpose

This procedure provides instruction to DPTI staff in the naming and kNet filing protocols that must be adopted for procurement documentation.
Scope

It applies to all procurement which is valued above $33,000 and is managed by Procurement & Contracting.
PROCEDURE TO BE FOLLOWED

1. kNet Folder Structure
Following receipt of a Procurement Initiation Form (PR200-1), the Procurement Officer must create a new Job No. in the CMS database and create a new subfolder in the CaP current year job folder in kNet. The following is an example of a typical folder structure which has been populated with documents.
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 12C123 Photocard Services
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12C123 TD Photocard Services

12C123 TS Photocard Services

12C123 PR Photocard Services

12C123 LA Photocard Services
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 12C124 Construction of Pimba Highway
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 12C124 Tender Documents 
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 12C124 Contract Documents 


    [image: image5.jpg]


 12C124 emails
Large jobs will require the use of further sub-folders (eg for acquisition planning, tender documents, correspondence etc). Whenever a Formal Instrument of Agreement is prepared, a Contract Documents (“CD”) sub-folder containing all of the relevant contract documents must be created.
2. Protocol for the Identification of Documents 
Each file must be named with the Procurement Job No. first.

The following identification protocol is recommended, but may need to be modified to suit the job:

	Document
	Prefix
	Example

	PR200-1
	PR200
	12C123 PR200 Photocard Services

	Acquisition Plan
	AP
	12C123 AP Photocard Services

	Expression of Interest
	EoI
	12C123 EoI Photocard Services

	Request for Proposal
	RfP
	12C123 RfP Photocard Services

	Tender Document
(Request for Tender)
	TD
	12C123 TD Photocard Services

	Amendment Notification Letter
(second amendment)
	TDa1
TDa2
	12C123 TDa Photocard Services
12C123 TDa2 Photocard Services

	Tender Schedule
(Excel spreadsheet)
	TDs
	12C123 TDs Photocard Services

	Schedule of Tenderers
	TS
	12C123 TS Photocard Services

	Evaluation Plan
	EP
	12C123 EP Photocard Services

	Purchasing Recommendation
	PR
	12C123 PR Photocard Services

	Letter of Acceptance
	LA
	12C123 LA Photocard Services

	Contract Document (including Formal Instrument of Agreement)
	CD
	12C123 CD Photocard Services

	Contract Management Plan
	CM
	12C123CM Photocard Services 


Signed documents (eg Letter of Acceptance, Formal Instrument) must be scanned and saved in the folder. Once tenders have been called, the document is published in kNet.
3. Document Access / Security
Document access and security should be as follows:

	
	Strategic Sourcing Staff1
	Rest of DPTI

	Acquisition Plans, Evaluation Plans, Risk Management Plans, Contract Documents etc
	Full Access
(Read and Write)
	Full access to appropriate business unit staff, Read Only for other staff

	Purchasing Recommendation
	Read Only
	Full access to appropriate business unit staff only. No access otherwise

	Tender Documents (includes RPF, EoI)
	Full Access
	Read Only
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