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Leave of Absence: The Board may grant a member leave of absence following an application 
from that member. Leave of absences will be held in the Public Excluded section of the meeting. 

Matakore 
Apologies 

1. Matakore / Apologies
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The Council has set aside time for members of the public to speak in the public forum at the 
commencement of each Council, Committee and Community Board meeting (up to 10 minutes per 
person/organisation) when these meetings are open to the public. Permission of the Mayor or 
Chairperson is required for any person wishing to speak at the public forum. 

Whakatakoto Kaupapa Whānui, Whakaaturanga hoki 

Open Forum and Presentations 

2.      Whakatakato Kaupapa Whānui, Whakaaturanga hoki/ Open Forum and 
          Presentations
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Ngā Menīti Komiti 
Committee Minutes 

 
 
 
 

To Audit and Risk Committee 

Date 21 September 2022 

Subject Audit and Risk Committee – 22 August 2022 

(This report shall not be construed as policy until adopted by full Council) 
 
 
Whakarāpopoto Kāhui Kahika / Execu ve Summary 
 
1. The Audit and Risk Committee met on 22 August 2022. The Audit and Risk Committee are 

being asked to adopt the minutes from 22 August 2022 as a true and correct record. 
 
2. There was one recommendation within the minutes for the Council to consider.  

 
3. The Audit and Risk Committee moved a recommendation 53/22 AC that that the Audit and 

Risk Committee recommends the Council approves the fourth Quarter Financial and Non-
Financial Performance Report for the period ending 30 June 2022.  

 
4. The Council will consider recommendation 53/22 AC at its Extraordinary Council meeting on 

Wednesday 28 September 2022.  
 

 
Taunakitanga / Recommenda on(s) 
 
THAT the Audit and Risk Committee adopt the minutes of their meeting held on 22 August 2022 
as a true and correct record. 
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61 

Menīti 
Minutes  

 
 

Ngā Menīti take o te Komiti Arotake me te Haumaru 
Audit and Risk Committee Meeting 

Council Chamber, Albion Street, Hāwera on Monday 22 August 2022 at 11.00 am 
 
 
Kanohi Kitea / Present: Philip Jones (Chairperson), Mayor Phil Nixon, Councillors Gary 

Brown, Jack Rangiwahia, Chris Young, Te Aroha Hohaia (Iwi 
Representative).  

 
Ngā Taenga-Ā-Tinana  
/ In Attendance: Waid Crockett (Chief Executive), Liam Dagg (Group Manager 

Environmental Services), Claire Bourke (Assistant Accountant), Sam 
Greenhill (Governance and Support Officer), Vipul Mehta (Acting 
Executive Manager Business Services, Finance), Ahmed Mohamed 
(Risk and Internal Audit Manager), Cath Sheard (Libraries and 
Cultural Services Manager), Garth Gregory, Priya Patel (Mercer), 
Peter Heine, Trent Koch, Glen Venavals (First Sentier), Darren 
Williamson (Marsh). 

 
Matakore / Apologies: Councillor Andy Beccard.  
 

RESOLUTION (Mayor Nixon/Cr Brown) 
 

50/22 AR THAT the apology from Councillor Andy Beccard be received. 
 

CARRIED 
 
 
1. Whakaaetia nga Menīti / Confirmation of Minutes 
 

1.1 Audit and Risk Committee minutes held on 8 June 2022 
 

In response to a query regarding the insurance discussion it was noted that the insurance 
company, Marsh, would be presenting at the meeting to provide information on the Council’s 
insurance.   

 
RESOLUTION (Cr Young/Mayor Nixon) 

 
51/22 AR THAT the Audit and Risk Committee adopt the minutes of their meeting held on 8 June 

2022 as a true and correct record. 
 

CARRIED 
 
 
2. Pūrongo / Reports 

 
2.1 Mercer Quarterly Investment Monitoring Report – June 2022 
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The report provided an update on Long Term Investment Fund (the Fund) for quarter ending 
June 2022. The overall return of the Fund for the quarter was negative. Some fund managers 
were under performing with Nico being the only manager to have a positive return. It was 
queried if the comments about the Shanghai lockdown were out of date as the war in Ukraine 
and the China lockdown could be considered bigger concerns. It was noted that when China 
slowed down the rest of the world slowed down with it.  

 
RESOLUTION (Cr Rangiwahia/Cr Brown) 

 
52/22 AR THAT the Audit and Risk Committee receives the Mercer Quarterly Investment 

Monitoring Report – June 2022. 
 

CARRIED 
 

2.2 Quarterly Financial and Non-Financial Performance Report for period ending 30 
June 2022 

 
The report contained the financial variance report and the performance measures report for 
the fourth quarter of the financial year to 30 June 2022. The report contained Council officers’ 
commentary on variances for the Council’s activities and support centres and management 
comments on variances had also been included where relevant.  
 
The revaluation of assets was still being finalised. Audit New Zealand would not be conducting 
the final audit, this would be carried out by Deloitte.  
 
In response to a query regarding the increase in employment entitlements it was noted that 
this was in terms of holiday pay. A concern was raised that there was a risk because of this 
however it was noted that leave was monitored closely and staff with high levels of 
outstanding leave were encouraged to use this. There had been more leave activity with the 
opening of borders.  
 
It was queried if the increase in public toilets expenditure was due to the cost of running the 
pods. This was taken on notice and information would be provided back to the Committee as 
this was an area of interest for the Councillors.  
 
There had been an increase in spending for consultants due to the amount of reform work 
taking place. Due to a limited capacity of experience and a limited market there had been an 
increase in the cost of consultants.  
 
There had been unprecedented amounts of consents received which had resulted in 
consultants being required to meet timeframes. Consent numbers were on a downward trend 
and contractor numbers were likely to drop off. Fees and charges had also been altered to 
allow the ability to recover costs.  
 
In response to a query regarding a delay in financial contributions being received it was noted 
that this was due to the subdivision consents not being lodged yet.  
 
There had been issues with the Ōpunakē water in the last week. Issues had started to be 
investigated by staff. It was suggested that the proposed work in a few years’ time be brought 
forward however if this work was brought forward other work would need to be carried over 
in order to maintain the proposed yearly rate increase.  
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In response to a query regarding roading complaints it was noted that people did not 
necessarily know the difference between roads looked after by the Council versus Waka 
Kotahi.  

 
In response to a query regarding a 0.75% for complaints was not achieved it was noted that 
the aim was less than 5 per 1000. It was suggested that this needed to be written clearer.  

 
RESOLUTION (Ms Hohaia/Mayor Nixon) 

 
53/22 AR THAT the Audit and Risk Committee recommends the Council approves the fourth 

Quarter Financial and Non-Financial Performance Report for the period ending 30 June 
2022.  
 

CARRIED 
 

 
3. Pūrongo-Whakamārama / Information Reports 
 

3.1 Audit and Risk Committee Workplan 
 
It was queried if there should be additional information provided to the next Council to 
explain what the purpose of the Audit and Risk Committee was. It was noted that this was not 
currently on the workplan but could be part of the induction process.  

 
RESOLUTION (Cr Young/Cr Brown) 

 
54/22 AR THAT the Audit and Risk Committee receives the workplan for the period 2022/23. 

 
CARRIED 

 
3.2 Outstanding Debt as at 30 June 2022 

 
The report contained financial variance information relating to age trial balances for all 
debtors and the variance of outstanding debt for rates up to 30 June 2022.  
 
In response to a query regarding the rates debt being almost doubled it was noted that this 
would be looked into and information would be provided back to the Committee.  

 
RESOLUTION (Ms Hohaia/Cr Brown) 

 
55/21 AR THAT the Audit and Risk Committee receives the outstanding debt report as at 30 June 

2022.  
 

CARRIED 
 

3.3 Capital Projects Progress Report 
 

The report provided an update on the 2021/22 capital works programme.  
 
More money had been spent on the capital works programme than in previous years. 
Concerns were raised around budgets set and if the right contingencies were in place for price 
increases.  
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It was important to look at the project management structure for the Digital Transformation 
Strategy to ensure staffing was not an issue. It was a project that should not be 
underestimated. It was hoped that there would be a direct procurement with the current 
provider.  
  
RESOLUTION (Cr Young/Ms Hohaia) 

 
56/21 AR THAT the Audit and Risk Committee receives the Capital Projects Progress Report for 

Quarter Four of the 2021/22 financial year.  
 

CARRIED 
 

3.4 STDC Climate Change Risk Assessment, Stage 1 Report  
 
The report provided the findings from Stage 1 of the Council’s Climate Change Risk 
Assessment.  

 
The rating assessment for the Stage 1 used was slightly different from what the Council used 
and was being looked at to be aligned. It was noted that an informal discussion with the new 
Committee would be held to identify what the Committee expected, what the risks were and 
what the options were.  

 
RESOLUTION (Ms Hohaia/Cr Rangiwahia) 

 
57/21 AR THAT the Audit and Risk Committee receives and notes the information contained in the 

Climate Change Risk Assessment, Stage 1 Report (Attachment 1) and risk spreadsheet 
(Appendix 1).   

 
CARRIED 

Meeting adjourned 12.15pm 
Meeting reconvened 12.45pm 

 
 
4. Nga Tōkeketanga kia noho tῡmatanui kore/Resolution to Exclude the Public 
 

RESOLUTION (Cr Brown/Cr Young) 
 

58/22 AR THAT the public be excluded from the following parts of the proceedings of this 
meeting, namely: 

 
The general subject of each matter to be considered while the public is excluded, the 
reason for passing this resolution in relation to each matter, and the specific grounds 
under section 48(1) of the Local Government Official Information and Meetings Act 1987 
for the passing of this resolution are as follows: 

 
General subject of each 
matter to be considered 

Reason for passing this 
resolution in relation to 
each matter 

Ground(s) under section 
48(1) for the passing of 
this resolution 

1. Presentation – First 
Sentier 

Good reason to 
withhold exists under 
Section 7. 

That the public conduct of 
the relevant part of the 
proceedings of the 
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2. Confirmation of Minutes 
8 June 2022 

meeting would be likely 
to result in thew 
disclosure of information 
for which good reason for 
withholding exists. 
Section 48(1)(a) 

3. Mercer Quarterly 
Investment Monitoring 
Report – June 2022 

4. Presentation - Marsh 

5. Committee Discussion 

 
This resolution is made in reliance on sections 48(1)(a) of the Local Government Official 
Information and Meetings Act 1987 and the particular interest or interests protected by 
section 7 of that Act, which would be prejudiced by the holding of the relevant part of 
the proceedings of the meeting in public are as follows: 
 

Item No Interest 

2 Enable any local authority holding the information to carry on, 
without prejudice or disadvantage, negotiations (including 
commercial and industrial negotiations) (Schedule 7(2)(i)). 

1, 3, 4 Maintain the effective conduct of public affairs through the 
protection of members or officers or employees of the Council, 
and persons to whom Section 2(5) of the Local Government Official 
Information and Meetings Act 1987 applies in the course of their 
duty, from improper pressure or harassment (Schedule 7(2)(f)(ii)). 

5 Is to protect the privacy of natural persons, including that of the 
deceased natural persons (Schedule 7(2)(a)). 

 
CARRIED 

 
 
5. Tuwhera anō te Hui / Resume Open Meeting 
 

RESOLUTION (Mayor Nixon/Cr Brown) 
 

61/22 AR THAT the Audit and Risk Committee resumes in open meeting. 
 

CARRIED 
 

The meeting concluded at 2.35 pm 
 

Dated this               day of              2022 
 
 
 

…………………………………. 
CHAIRPERSON 
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Pūrongo-Whakamārama 
Information Report 

 
 
 
 

To Audit and Risk Committee 

From Kaihautū Haumaru me te Arotake-o roto / Risk and Internal Audit Manager, Ahmed 
Mohamed 

Date 21 September 2022 

Subject Audit and Risk Committee - Workplan 

(This report shall not be construed as policy until adopted by full Council) 
 
 
Whakarāpopoto Kāhui Kahika / Execu ve Summary 

 
1. The Audit and Risk Committee’s workplan for 2022/23 is attached for the Committee to 

review. 
 
 

Taunakitanga / Recommenda on   
 
THAT the Audit and Risk Committee receives the workplan for the period 2022/23. 
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 AUDIT AND RISK COMMITTEE WORKPLAN 
 

FOCUS AREAS    2022       2023 
 22 August 21 September 30 November February March May June 
        
LTIF  Mercers   Mercers  Mercers   Mercers  
        
Quarterly Reporting  Quarterly Report 

 Capital Works 
Project Progress 
Report 

  Quarterly Report 
 Capital Work 

Project Progress 
Report 

 Quarterly Report 
 Capital Work 

Project Progress 
Report 

  Quarterly Report 
 Capital Work 

Project Progress 
Report 

 

        
Insurance        
        
Annual Report 2021-
22 

 Interim, Annual 
Report 2021/22 

 Audit Arrangements 
Letter 

      

        
Risk Management   Risk Management 

Report 
o Strategic Risks 
o Business Risks 

   Risk Management 
Report 
o Strategic Risks 

  Risk Management 
Report 
o Strategic Risks 
o Business Top Risks 

        
Internal Audit  Internal Audit 

Report  
  Internal Audit Report 

 
 Internal Audit Report 

        
Regular Update 
Reports 

 Committee 
Workplan 

 Debtors Report 
 

 Committee 
Workplan 

 Health and Safety 
 Privacy Breach 

Update 
 Cybersecurity 

Update 

 Committee 
Workplan 

 Debtors Report 
 Proposed/Draft 

2024-2034 LTP 
Timeline 

 

 Committee 
Workplan 

 Debtors Report 

 Committee 
Workplan 

 Health and Safety 
 Privacy Breach 

Update 
 Cybersecurity 

update 

 Committee 
Workplan 

 Debtors Report 
 

 Committee Workplan 
 Health and Safety 
 Privacy Breach Update 
 Cybersecurity update 

 

        
Additional 
Committee Sessions 

   To be confirmed To be confirmed To be confirmed To be confirmed 

        

2024-2034 Long 
Term Plan 

   Draft 2024-2034 
LTP Timeline 

  2024-2034 LTP 
Update 

  2024-2034 LTP 
Update 

        

Workshops        
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Pūrongo-Whakamārama 
Information Report 

 
 
 
 

To Audit and Risk Committee 

From Kaihautū Ture me te Rironga / Legal and Procurement Manager, Andrew Ritson  

Date 21 September 2022 

Subject  Procurement Audit Recommendations Update 

(This report shall not be construed as policy until adopted by full Council) 
 
 
Whakarāpopoto Kāhui Kahika / Executive Summary 

 
1. In 2015 Audit NZ made recommendations to the Council to improve our procurement 

documents and processes. This was supported in 2021 by an internal audit on 
procurement and contract management. As a result, the Council has employed a Legal and 
Procurement Manager to implement the recommendations from both audits and to build 
a stronger approach to procurement within the Council.    

 
2. In February 2018 the Audit and Risk Committee (ARC) requested a timeline for the 

implementation of the Audit NZ recommendations – that timeline was presented at the 8 
June 2022 meeting of the ARC, and the Committee requested that a progress update be 
presented by the Legal and Procurement Manager at the 21 September Committee 
meeting. 

 
3. This report also provides advanced notice of a Procurement strategy workshop planned for 

2023. 
 
 

Taunakitanga / Recommendation   
 
THAT the Audit and Risk Committee receives the Procurement Audit Recommendations Update 
Report. 

 
 

Kupu Whakamārama / Background 
 
4. The following timeline was given for the implementation of the Audit NZ 

recommendations: 
 
Action Start date End date Status 
Update Procurement policy and manual May 2022 July 2022 Complete 
Implement procurement practice 
recommendations 

July 2022 December 2022 Underway 

Implement contract recommendations  January 
2023 

June 2023 Not started 
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Whakawhiti Kōrero/Aromātai / Discussion/Evaluation 
 
Update 

 
5. Audit NZ recommended no changes to the Council’s Procurement Policy, but several to the 

Procurement Manual (the Manual). Changes to the Manual have been drafted and 
approved by the Senior Leadership Team, and a copy of the amended Manual is attached 
for the Committee’s approval (Appendix 1).   

 
The Next Step - Implementing Audit NZ’s Procurement Practice Recommendations 

 
6. Three of Audit NZ’s seven recommended actions to improve the current procurement 

practice, involve better documenting of conflicts of interest – that is the area being 
focussed on now. 

 
Procurement Strategy Workshop 

 
7. There will be a procurement strategy workshop with Councillors next year, where we 

discuss and distil the key drivers of, and principles the Council would like to see in, the 
Council’s procurement strategy.  

 
8. The traditional drivers of a procurement strategy are value and risk, which are already 

embedded into the current procurement policy. The workshop will consider what other 
things are important to the Council when arranging the procurement of goods and 
services. 

 
9. Developing a clear strategy will ensure the Council’s procurement activities contribute to 

the social, economic, environmental, and cultural well-being outcomes the Council wants 
to achieve for the community. 

 
10. More details will follow for the new Audit and Risk Committee, but in the meantime, input 

from current Committee members is welcomed in this regard to help design the strategy 
workshop.   

 
Legislative Considerations 
 
11. The Local Government Act allows Council to undertake any commercial transactions in 

accordance with sound business practices, while taking into account: 
 The diversity of the community 
 Current and future interests of the community 

 
12. MBIE procurement guidelines are included in the Council’s procurement policy. 

 
Existing Council Policy 
 
13. The Council has two key existing documents related to procurement and contracts these 

are the Procurement Policy and the Procurement Manual. 
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Whakakapia / Conclusion 
 

14. The changes Audit NZ recommended to the Council’s Procurement Manual are complete. 
Next steps are to review procurement processes and provide a workshop for elected 
members to ensure the Council’s views and principles are included in the proposed 
procurement strategy.  

 
 

  
 [Seen by]  
Andrew Ritson Marianne Archibald 
Legal and Procurement Manager/ Group Manager Corporate 
Kaihautū Ture me te Rironga Services/Kaiarataki Tōpūranga 

 
 

Appendix 1 
 
DRAFT Procurement Manual - 2021-02-23 Review and ARC changes 2022-06-20 - Copy.docx 
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Section 1.0 Introduction 
 
1.1 Purpose 
 
This manual is designed to assist Council employees to purchase works, services or goods in 
accordance with good and sustainable procurement practice, the Council’s Procurement Policy 
and their delegated authority.  
 
What follows are the principles, practical considerations and statutory obligations that must 
underpin any procurement by, or on behalf of, the Council.  
 
The principles and practical considerations in this section have been derived from the Office of 
the Auditor-General ‘Procurement Guidance for Public Entities’ (2008) publication, which outlines 
fundamental principles and considerations to govern the use of public funds.  That publication 
and additional guidance regarding public sector procurement can be found at 
http://www.oag.govt.nz/ and http://www.business.govt.nz/procurement 
 
By applying these principles, practical considerations and statutory obligations, the Council can 
demonstrate that it is spending public money wisely and properly managing the process for 
spending it. 
 
The intent of this manual is to ensure that:  

 Procurement decisions are aligned with the Council's policies and objectives. 
 Procurement activities comply with all relevant legislation. 
 Procurement processes are consistent across the Council.  
 Risks during the procurement process are considered, assessed and mitigated. 
 Procurement activities are aligned with best practice guidelines from the Office of the 

Auditor-General.  
 
 
1.2 Scope, Review and Person Responsible 
 
The procedures in this manual apply to all procurements by or on behalf of the Council and must 
be followed by all Council employees and all contractors or consultants engaged by the Council 
for any procurement activity, except for: 

 Purchase of land and other property interests; 
 Legal settlements; 
 Assignments; and 
 Non-contractual obligations. 

 

This Manual will be reviewed every three years; or  
 At the request of the Senior Leadership Team 
 In response to changed legislative and statutory requirements 
 In response to any issues that may arise. 

 
The person with the responsibility for updating this Manual is Marianne Archibald (Group 
Manager Corporate Services) 
 
1.3 Procurement Principles 
 
The ’Government Rules of Sourcing’ published by the Ministry of Business, Innovation and 
Employment state five procurement principles: 
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 Plan and Manage for Great Results. 
 Be Fair to all Suppliers. 
 Get the Right Supplier. 
 Get the Best Deal for Everyone. 
 Play by the Rules. 

 
The principles are set out in more detail in the Procurement Policy. 
 

1.4 Practical Considerations 
 
When deciding how to apply the above principles, you should consider a number of things: 
 
Value for Money 
 
See the Value for Money Definition in section 2, but remember that the best value for money may 
not be the cheapest price. 
 
Simplicity and Proportionality 
 
The business relationship between the Council and a supplier and the way the goods or services 
are procured should be as simple and practical as possible, taking into account: 

 The amounts involved; 
 The complexity of the proposed procurement; 
 Any more general relationship the external party has with the Council; and 
 The level of risk. 

 
It is appropriate to consider and reduce compliance costs for both parties where possible. 
 
The Risk 
 
We need to identify risks in or around procurement and consider how to manage them. This 
should not be seen as encouragement to be overly risk-averse.  The key is to consciously get the 
right balance between risk and expected benefit 
 
The Nature of the Parties 
 
The Council’s needs and standards – for example, for accountability or transparency – may differ 
from what the external party usually encounters. Equally, the external party's needs may be 
different from the Council’s. Relationships are likely to proceed more constructively and 
effectively if each party understands the other’s needs and the consequences of those needs not 
being met. 
 
Sustainability 
 
‘Sustainable South Taranaki’ is one of the Council’s desired community outcomes, and two of the 
elements of a Sustainable South Taranaki are: 

 There is sustainable use, development and protection of resources. South Taranaki’s 
land and soil, water, air and coast, its biodiversity and its natural features and 
landscapes are understood, valued, maintained and enhanced for future generations. 

 Sustainable development is encouraged. 
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Where possible, these elements will be considered as part of our procurement processes, and this 
may include: 

 Specifying products and services considered to be, or certified as, sustainable; 
 Verifying suppliers’ sustainable management standards; 
 Including a sustainability clause in contracts; 
 Rating supplier performance against sustainability criteria; 
 Requiring sustainability improvement targets for suppliers; 
 Encouraging sustainable innovation in the supply of goods and services. 

 
Refer to the Procurement Policy or the Environment and Sustainability Manager for more 
information on sustainable procurement 
 
 
Conflicts of Interest 
 
Conflict of Interest declarations must be: 

 Completed by anyone who has been involved in the procurement process regardless of 
whether that person has decision-making power, as soon as a person becomes involved 
in the process; and 

 Approved by a person “one-up” to the person completing it. 
 
 
1.5 Statutory Obligations 
 
In addition to the principles and practical considerations set out above, the Council is required to 
conduct its procurement in accordance with the principles set out in section 14 (1) of the Local 
Government Act 2002, particularly: 

s14(1) In performing its role, a local authority must act in accordance with the following 
principles: 
(a) a local authority should – 

(i) conduct its business in an open, transparent, and democratically accountable 
manner; and 

(f) a local authority should undertake any commercial transactions in accordance with 
sound business practices. 

 
1.6 Legislation 
 
It is important to be aware of the legislation that is relevant to procurement, as the Council must 
be able to demonstrate compliance with all legal obligations in any procurement it undertakes. 
Relevant legislation may include, but is not limited to: 

 Civil Defence Emergency Management Act 2002 
 Commerce Act 1986 
 Contract and Commercial Law Act 2017 
 Construction Contracts Act 2002 
 Fair Trading Act 1986 
 Goods and Services Tax Act 1985 
 Health and Safety at Work Act 2015  
 Land Transport Management Act 2003 
 Local Authorities (Members Interests) Act 1968 
 Local Government Act 2002 
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 Local Government Official Information and Meetings Act 1987 
 Public Works Act 1981 
 Public Records Act 2005 
 Resource Management Act 1991 

 
 
1.7 Related Policies, Guidelines and other Documents 
 

1.7.1 External Documents 
 

This manual takes into account the following government policies, rules and guidelines:  
 Procurement Guidance for Public Entities, (OAG, June 2008)  
 Government Procurement in New Zealand: Policy Guide for Purchasers, (MED 

document, August 2007 edition)  
 Government Rules of Sourcing, (MBIE 2015)  
 Tendering and Procurement Module, SOLGM Risk Management and Legal Compliance 

Programme 2011 
 Mastering procurement – A structured approach to strategic procurement, guide for 

government agencies, (MED document, March 2011) 
 Better Business Cases for Capital Proposals Toolkit, (Treasury document, 8 July 2011). 
 Public sector purchases, grants, and gifts: Managing funding arrangements with 

external parties (OAG, June 2008)  
1.7.2 Associated Council Documents 

 
Procurement Policy 
Financial Delegations Register (Specific Delegations to Council Officers 
 
Health and Safety Policy 
Risk Management Policy and Framework 
Sensitive Expenditure Policy 
 
1.7.3 Key Internal Controls 

 
The key internal controls for managing the procurement of goods and services are: 
 Annual Plan, Long Term Plan and budgets set the areas and limits of expenditure. 
 Financial delegations define the levels of expenditure and accountability. 
 All purchases of goods and services are by written contract, on controlled numbered 

Purchase orders, P-Cards or uniquely-numbered contracts. 
 All purchase orders and contracts are authorised appropriately. 
 All delivery dockets/packing slips or invoices are signed certifying that the goods and 

services were received, were of appropriate quantity and quality, and that prices and 
extensions are correct. 

 Accounts Payable pay only on invoices quoting the correct purchase order number 
and with the authorised signatures – giving approval to purchase and commit budget, 
certifying the goods and services received are correct to pay. 

 Accounts Payable pay only on progress payments quoting the correct contract number 
and with the authorised signatures, certifying the services received are correct to pay. 

 Comparisons of actual spending with budgets are managed through General Ledger 
reports. 

 

Commented [GC2]: Update link when new policy approved 

Audit and Risk Committee - Information Reports

27



South Taranaki District Council 
Procurement Manual V 5.0 Section 1: Introduction 
 

Page 11 of 62 
 

1.7.4 Link to Delegations Register 
 

All procurement decisions and activities must be undertaken in accordance with the 
Delegations Register. Actions may be unlawful if they are undertaken without delegated 
authority. 
 
1.7.5 Record Keeping 
 
The key documents of each procurement should be retained and stored electronically for 
easy access.  Such documents would include: 

 Procurement plan 
 Conflict of Interest declarations 
 Risk assessment 
 Tender document 
 Evaluation report 
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Section 2.0 Definitions  
 
Acceptance – a sign, statement or action that shows an intention to be legally bound by the terms 
of the offer. 
 
Alternative tender – a tender proposing methods, forms or materials that might produce a 
different quality or durability, but not scope, from that specified in the Request for Tender. 
 
Approved Contract Sum – the sum total, exclusive of GST, of any individual agreement, purchase 
requisition, purchase order, disbursement, payment authorisation certificate, or payment made 
to a supplier over the full term of the contract, including rights of renewal. 
 
Approved Contractors List – the list of contractors that are registered as having met the Council’s 
health and safety requirements. 
 
Brief – the description of the work to be undertaken, usually in the design phase or for 
professional services contracts. 
 
Closed RFx – limited numbers of selected suppliers who satisfy the required criteria are invited to 
submit a response to an RFx that is not publicly-advertised, where the value of the contract is less 
than $100,000. 
 
Consultant – any person (or organisation) appropriately qualified or experienced to carry out 
specific professional services. 
 
Contract – a legally binding agreement between the Council and another party for the delivery of 
goods and/or services established through a standard document such as an accepted Purchase 
Order or a specially-prepared document. 
 
Contract Works – the work to be carried out in accordance with a Contract. 
 
Contractor – the person or party engaged to carry out the work in terms of a Contract. 
 
Council – the South Taranaki District Council. 
 
Dayworks – works carried out by the Contractor that are not listed as defined works in a Schedule 
of Prices. 
 
Delegated Authority – a staff member’s authority to incur expenditure on behalf of the Council. 
 
Direct Appointment – the negotiation of a contract with a single supplier. 
 
Engineer – the person named or identified in the special conditions of the Contract or appointed 
by the Principal to act as Engineer to the Contract. 
 
Management Skills – the availability within the Tenderer’s organisation of personnel with the 
appropriate management ability and experience, together with effective management systems and 
methods required to successfully manage a project, including adequate safety records and 
procedures in terms of the Health and Safety at Work Act 2015. 
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Methodology – the procedures the Tenderer proposes to use to achieve the specified end result, 
including adequate provision for safety. 
 
P-Card – a form of charge card offered by companies, similar to a credit card, for making incidental 
purchases. 
 
Policies – the Council’s principles, values and goals, as documented, that provide a framework for 
employees to make consistent decisions. 
 
Procurement – the acquisition of works, services and goods provided by the Council, from 
determining and specifying the needs of the service and managing supplier relationships through 
to delivery. 
 
Project Manager -  the person given the responsibility of managing a project. 
 
Project Sponsor – the person commissioning the work, usually the Activity/Unit Manager, Group 
Manager or Asset Manager. 
 
Provisional Sum – an indicative value for work that may be undertaken on instruction, and which 
at the time of tender is not defined or quantified. 
 
Public RFx – a publicly advertised RFx that any party may respond to. 
 
Purchase Order – a document that requests a supplier to supply goods or services. 
 
Relevant Experience – a Tenderer’s previous experience in technical areas comparable to the 
tendered project. 
 
Request for Tender (RFT) – the document(s) prepared by, or for, the Council that contain(s) the 
information on which Tenderers base their tenders. 
 
Resources – the equipment, facilities and intellectual property the Tenderer proposes to use in a 
Physical Works project.  
 
RFx – all ‘Request for’ processes – Request for Quote, Request for Expression of Interest, Request 
for Proposal and Request for Tender – that specify what the Council wishes to purchase, the terms 
and conditions, plus instructions on how to bid and respond. 
 
Supplier – the person or organisation responsible for the supply of goods, services or works as 
required to the Council, also known as vendor, contractor, consultant or provider. 
 
Specification – a detailed description of the goods or services to be supplied. 
 
Technical Skills – the competence of the personnel the Tenderer proposes to use with particular 
regard to their skills and experience in technical areas relevant to the project, including issues of 
environmental awareness. 
 
Tender or Quote – a written or verbal offer by a Supplier to supply goods and/or services at a 
fixed price. 
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Tender Sum – the sum for which the Tenderer offers to carry out the Contract Works, as entered 
by the Tenderer on the Form of Tender. 
 
Tender Tag – condition placed by the Tenderer on his/her submission that limits conformance 
with the RFT and cannot be evaluated without clarification, which could otherwise result in a 
conditional or poorly defined tender with an uncertain price or outcome. 
 
Tenderer – any person or organisation submitting a Tender to the Council. 
 
TenderLink – the web-based electronic tendering system operated by TenderLink New Zealand. 
 
Track Record – the Tenderer’s record of completing projects to the quality standards required, 
on schedule and within budget, including adequate provision for safety, and record for 
environmental care and protection. 
 
Unit – a defined business/activity unit of the Council. 
 
Unit Manager – the manager of a Council unit and/or the person responsible for managing a 
specific activity or service and is usually the person responsible for managing the asset or making 
the purchase. 
 
Value for Money – the best available outcome for the money spent, using resources effectively, 
economically and without waste, taking into account the total costs and benefits of a purchase 
and the outcome achieved over the life of the purchase (its whole-of-life cost). This may not be 
the cheapest up-front price. 
 
Variation – any change to the defined scope of the work and does not include new work that is 
not within the scope of the contract. 
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Section 3.0 Policy, Structure and General Principles 
 
3.1 Procurement Policy 
 
The Council’s procurement and purchasing activities must comply with the Procurement Policy 
and staff members using this manual should familiarise themselves with the Policy. 
 
 
3.2 Procurement Structure 
 
The Council’s procurement structure is decentralised, which means that, except for some defined 
procurement categories, procurement is the responsibility of the business unit making the 
purchase. Procurement must be made in accordance with the procedures outlined in this manual. 
 
 
3.3 Procurement Method 
 
The method to be used to procure goods and services depends on the procurement value (see 
below) and risk associated with the goods or services being purchased. The method to be used is 
defined in Section 4.4. In all cases where an open, competitive tender process is required, the 
procedure outlined in Section 6 of this manual must be followed. 
 
To establish whether an open competitive tender process, and hence a procurement project plan, 
is required the procurement value and risk must be assessed as follows: 
 
Procurement Value 

 Means the total estimated value, except for services or maintenance contracts for a 
term of not more than twelve months, where it means the estimated annual value; and  

 Applies to logical units; that is, the acquisition or supply of goods, works or services must 
not be broken down into sub orders or contracts (disaggregated) merely to keep within 
the limits placed on procurement value or to avoid specified process requirements; and 

 Is GST exclusive. 
 
Providing a contractor with ’free issue‘ materials or services (obtained by the Council from another 
supplier) is not disaggregation. However, where a contract provides for specific materials or services 
to be provided on a ’Prime Cost Sum‘ (PCS) basis – that is, the contractor is required to purchase 
specific materials from a specific other supplier at a particular price, the total sum of the contract 
must include this PCS component in the approved contract sum. 

 
Assessing Risk 
 
The risk associated with the procurement is to be assessed by the person responsible for the 
purchase who has the delegated authority to purchase the goods or service.  
  
Assess the risk by considering the impacts on the following areas the probability that the following 
types of consequences may occur if the procured goods or service fail or are delivered late: 

 Health & Safety 
 Natural Environment 
 Reputation/Image 
 Legal  
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 Financial 
 Human Resources 
 Operations 
 

Where there is doubt about the level of risks involved, a formal risk assessment is required – refer 
to the Risk Management Policy. 
 
NOTE: we need to be clearer about filling out a risk assessment – who should do it and where to 
find the forms as a start. 
 
Term Contracts 
 
For significant fixed term contracts having a total value in excess of $1M, or for fixed terms of more 
than two years, such as term maintenance contracts as described under NZS 3917: 2013, ask the 
Council’s Senior Leadership Team (SLT) to approve the desired procurement method. This enables 
consideration of scope, alternative methods and term, and opportunities for bundling or 
aggregation of other related works to achieve better value. Include any risk assessment you have 
conducted in the submission to the SLT. 
 
 
3.4 Purchase Value and Total Cost of Ownership (Whole of Life Cost) 
 
The acquisition cost of goods and services is often only a small proportion of the total cost of 
ownership. The Asset Management Policy discusses the trade-offs between performance, cost 
and risk over the life cycle of assets, and this should be taken into account when considering value 
for money. 
 
 
3.5         Preparing a Procurement Plan 
 
Procurement plans should generally be considered for higher risk or higher value procurement.  
A procurement plan is necessary to identify: 

 The best way to approach the procurement; 
 The associated risks 
 That the procurement will achieve the objectives set out in the Council’s policies. 

 
The amount of detail in the plan will depend on the value and associated risk of the procurement, 
and may include: 

 The project scope 
 The procurement method chosen (and reason if appropriate) 
 The evaluation method/model chosen 
 The type of contract selected (and relevant contract conditions) 
 The responsibilities of Council staff and any other stakeholders 
 The risks 
 The need for independent oversight 
 Timelines and key milestones 
 Resources needed an key people who will be needed to authorise those resources 
 The Overall budget 
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Section 4.0 The Selection Process 
 
4.1 Making the Selections 
 
There are six major selections or decisions to be made when embarking on the procurement 
process. 

1. What type of work is to be procured? 
i) Physical works 
ii) Professional services 
iii) Supply of goods or plant 

 
2. What form of contract documentation? 

i) Purchase order or P-card 
ii) Short form contract 
iii) Long form contract (e.g. NZS 3910, 3916, 3917 for professional engineering-

related services or Conditions of Contract for Consultancy Services (2005) 
 

3. How is the work to be procured? 
i) Open tender 
ii) Invited quotes/tenders 
iii) Preferred supplier or direct appointment 
iv) Joint Procurement 

 
4. What method of tender evaluation? 

i) Weighted attributes 
ii) Price-Quality 
iii) Quality based 
iv) Lowest price conforming tender 

 
5. Which pricing option? 

i) Measure and value 
ii) Lump sum 
iii) Unit rate 
iv) Charge-up 
v) Other 

 
6. Who will manage the process? 

i) In-house staff 
ii) External consultant 

 
Each of these decisions is dealt with in detail in this section. 
 
 
4.2 Type of Work to be Procured 
 

4.2.1 Overview 
 

Once the type of work to be procured has been selected, the purchase decision process 
shown in Section 4.2.5 below determines the form of contract documentation to be used. 
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4.2.2 Physical Works 

Physical works are  usually building or civil engineering works in one of the following 
categories: 

1. Construction works –one-off projects such as large civil engineering works like 
reseals and major street reconstructions, or capital works projects, for example, 
bridge replacement. 

2. Maintenance works – an on-going workload, such as berm mowing, vegetation 
control, grading of metal roads, pothole repairs, street cleaning or facilities 
maintenance, for example, sewage disposal, stormwater, water supply. 

3. Other works requiring physical activity – for example, the building of art works, 
water quality testing, CCTV inspections, RAMM rating. 

4.2.3 Professional Services 

Professional services include a wide range of activities from employing someone in their 
professional capacity to provide, for example, legal services, training, 
artistic/architectural/engineering design, geotechnical investigations and reports, to using 
intellectual skills to prepare feasibility studies or assist in facilitation. 

 
4.2.4 Supply of Goods or Plant  

 
The supply of goods or plant is relatively straightforward where it relates to the usual 
stationery, furniture and similar types of purchases. These goods are generally paid for 
after delivery by a single payment made against a purchase order. However, it is normally 
still subject to the requirement for a minimum of 3 quotes. If specialist equipment is 
required (e.g. as a one-off, or only available from a sole supplier) then refer to Section 3.3 
of the Procurement Policy. For equipment to be purchased from off-shore first seek the 
advice of the Finance Manager or your Group Manager. You should also then consider 
delivery requirements and insurances for transit as well as hedging against exchange rate 
fluctuations. 
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4.2.5 What do I want to Purchase? 

 
 
  
 
  
            Goods                Physical Works          Professional Services 

     e.g. stationery          e.g. roading, drainage,     e.g. legal, reports, designs,  
         IT, furniture, cellphones          building, maintenance,        investigations, training, 
                     construction     feasibility studies, facilitation 
 
 
 
 
              
             
 
     See Section 4.3.2    
         See Section 5         See Section 5    Refer to STDC Solicitor 
                 
 
 
 
           Less than             More than   Less than$25K             More than$25K 
        $25K        $25K         
 
 
 
        
    
 
      See Section 4.3.2          See Section 4.3.2 
 
            Minimal    Measure       Minimal                    Measure 
              risk  of risk exists           risk  of risk exists 
 
 

Value? 

       NZTA       
    subsidised? 

Raise 
Purchase 
Order 

Raise Purchase Order 
with suitable work scope 
or specifications 

       Risk 
assessment? 

Prepare a short form 
physical works contract 

Prepare a long form 
physical works contract 

Prepare a short form 
physical works contract 

Prepare a long form 
physical works contract 

         NZTA   
     subsidised? 

    Require 
legal services? 

Value? 

Raise Purchase Order 
with suitable work scope 
or specifications 

         Risk   
 assessment? 
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          See Section 4.3.3  See Section 4.3.3            See Section 4.3.3  See Section 4.3.4
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4.3 Selecting the Form of Contract Documentation 
 

4.3.1 Overview 
 
Responsible financial management must be applied to all purchases. Funds in an approved 
budget must be available before commencing any purchase of goods, services or works.  
 
The costs of the purchase must not compromise any of the procurement principles 
outlined in this manual or the Council’s Procurement Policy. 
 
The decision process on the previous page leads in each case to a specific form of contract 
documentation, as described below. 
 
4.3.2 Minor Purchases 
 
Use for a low-risk purchase valued at less than $25,000. 
 
 If a contract with a supplier allows procurement by purchase order, a Council purchase 
order must be used to acquire goods, services or works.  
 
Note: a purchase order does not constitute a contract until it has been accepted by the 
Supplier. 
 
A P-card may be used for purchases less than $500 for time or practicality reasons. 
 
Petty cash may be used for purchases less than $100  that do not warrant a purchase 
order.  
 
4.3.3 Short Form Contract 
 
For transactions where the work does not fit within the Council’s criteria for a purchase 
order, but a long form contract is not warranted.  
 
Use when all of the following conditions are met: 

 The value of the project is under $100,000; 
 Products/deliverables are simple and clearly defined – for example, the purchase 

of services, a defined quantum of work, a run-of-the-mill operation; 
 The likelihood of a claim by third parties against the Council for the work 

undertaken by the contractor/consultant is negligible; and 
 There is a low political risk, or the project is low profile. 

 
The Council’s short form contract template is a ‘build it yourself’ contract. Guidance is 
given on the elements to include, and in some instances, the set clauses to use.  
 
4.3.4 Long Form Contract 
 
The Council’s long form contracts are based around different standard contract forms, 
such as; 

 NZS 3910:2013 (for building and civil engineering construction), and  
 Conditions of Contract for Consultancy Services (2009). 
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The following standard contracts, developed from the review of NZS 3910:2003, may also 
be used: 

 NZS 3915:2005 – Conditions of contract for building and civil engineering 
construction (where no person is appointed to act as engineer to the contract).  

 NZS 3916:2013 – Conditions of contract for building and civil engineering – design 
and construct. 
NZS 3917:2013 – Conditions of contract for building and civil engineering – fixed 
term. 

 
When the risk is potentially great, there is a degree of complexity in achieving the desired 
outcome, or there is a need to define the nature of the contractual relationship, 
specification or outcome, use a long form contract. 
 
The Council’s standard long form Physical Works or Professional Services contract must 
be used for: 

 Civil engineering works, earthworks, work on roads or underground work, for 
example, high risk earthmoving, pipeline construction, drainage works. 

 Professional services contracts involving detailed design and/or supervision of 
construction works requiring an Engineer to the Contract. 

 
 

4.4 Selecting the Procurement Method 
 

4.4.1 Methods 
 

Three basic methods are used to contract out work, irrespective of which form of contract 
will be used: 

1. Open (public) Tender;  
2. Inviting Selected Suppliers to tender/quote;  
3. Direct appointment or a Preferred Supplier. 

 
These are shown in the following flow chart, and detailed below. The form should be used 
to record the procurement selection and provide an audit trial. 
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4.4.2 Open Tender 
 
The default method for all procurement unless the criteria for alternative procurement 
methods (invited tender/quotes, preferred supplier or direct appointment) can be 
satisfied. 
 
Public tender is normally used: 

 When the cost will be over $100,000; 
 For large-scale works; 
 When it is desirable to allow all interested parties an equal opportunity to tender; 
 When a project is likely to have a high impact or importance and it is important to 

demonstrate transparency of procurement method; 
 When requested by the Council or Project Sponsor/Unit Manager 

 
An on-line advertisement is placed on TenderLink, outlining the project and how the 
tender documents can be obtained.  
 
The tenders are assessed according to the prescribed or chosen method of evaluation, 
and the successful tenderer is awarded the contract. 
 
4.4.3 Approval of Procurement Method 
 
Whichever procurement method is selected, it is important to obtain the Unit or Group 
Manager’s approval, particularly if you are deviating from the default method of public or 
open tender. 
 
Use the Procurement Method Selection form (previous page) to record your procurement 
decision and retain a signed copy to provide an audit trail. 

 
 
4.5 Professional Services Contracts 

 
4.5.1 Alternative to Open Tender 
 
When the contract value is less than $100,000, it is not necessary to go to public tender if 
there is a pool of competent suppliers capable of carrying out the contract. 
 
Follow the physical works procedures below to determine whether to use invited 
tenders/quotes or a preferred supplier or direct appointment. 

 
 

4.6 Physical Works Contracts 
 
4.6.1 Selected or Invited Tenders 
 
You can use ‘invited tenders’ when: 

 The works will cost less than $100,000; and/or 
 The services to be procured are highly specialised and the capable suppliers are 

limited to a widely known few; and/or 
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 The services to be procured are critical and it is desired to reduce the risk of error 
by allowing only known capable suppliers to tender; and/or 

 The nature of the work demands proven track records; and/or 
 Time constraints prohibit public tender. 

 
With selected or invited tenders: 

 Tenderers should preferably be selected from a short–list drawn up through an 
‘expression of interest’ process. 

 The invitation is limited to suppliers that receive a direct invitation. 
 Invitations must be issued to, and responded to, by at least 3 suppliers.  
 All of the protocols associated with tendering, such as tender documents, a well-

defined tendering and evaluation process, closing in the tender box and tender 
evaluation must be followed. 

 Inviting tenders from selected tenderers requires health and safety pre-
qualification. 

 The lowest price may be the principal or sole determinant. However, value for 
money may be the main requirement, and it is important to note that the best 
possible value for money is not always the cheapest price. 

 
The chance of a challenge on the grounds of fairness is higher than open tender. Approval 
is required from the Group Manager or Chief Executive if there are fewer than 3 tenderers.  
 
Note: a more open method would be to pre-qualify suppliers responding to public 
invitations, and this process may be followed for high value/high public profile works. 
Extra time needs to be allowed for the process of pre-qualification. 
 
 
4.6.2 Invited Quotes 
 
You can ask for quotes from selected or invited suppliers for physical works or professional 
services of a value of less than $100,000 or where specialist expertise is required.  
 
With invited quotes: 

 Contact is less formal – phone, fax or email, but the process must be fully 
transparent, fair and equitable, 

 The invitation is limited to suppliers that receive a direct invitation only; 
 Invitations must be issued to and responded to, by at least 3 suppliers; 
 Quote documents are required; 
 The lowest price may be the principal or sole determinant, or value for money; 
 Use the short form contract document; 
 Suppliers may be drawn from the Council’s Approved Contractor List. 
 The Council’s terms of payment should be stated clearly. 

 
Note: inviting quotes from selected suppliers implies a degree of pre-qualification, and 
the chance of challenge on the grounds of fairness is higher than going to tender. Approval 
to let the contract is required from the Group Manager or Chief Executive if there are 
fewer than 3 quotes. 
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4.6.5 Preferred Supplier or Direct Appointment 
 
You can use a preferred supplier or direct appointment for physical works or professional 
services contracts less than $25,000 when: 

 The services are a repeat of a previous order/contract that was carried out 
satisfactorily by the supplier, and it is desirable to use the same supplier again for 
consistency and efficiency; and/or 

 The supplier has satisfactorily carried out an earlier phase of the work and it is 
desirable and more efficient to maintain continuity; and/or 

 The services are best provided by a single identified supplier or individual due to 
their level of expertise, knowledge or ability; and/or 

 The contractor/consultant is the sole provider of the service (e.g. a network utility 
operator such as Spark or a software/ proprietary supplier); and/or, 

 The works require urgent attention (for example, a road slip). 
 
 
With preferred supplier or direct appointment: 

 Only one supplier is given the opportunity to provide the services – a quote is 
required; 

 A scope of work and specifications must be prepared; 
 Price and/or rates should preferably be negotiated and agreed prior to award of 

contract; 
 Contract documentation may be long or short form. 

 
Note that this is non-contestable tendering and could be open to external or audit 
scrutiny. 

 
 
4.7 Contracts for Goods  
 

4.7.1 Joint Procurement 
 
The All of Government (AoG) purchasing scheme establishes single supply agreements for 
certain categories of goods and services, including vehicles and stationery. The Council 
has joined the scheme, and this option should always be considered first when planning 
procurement. 
 
Any Government-syndicated procurement contract that the Council participates in that 
has been endorsed by MBIE (for example, the AoG scheme), or contracts publicly tendered 
by other councils with common use provisions are considered to have been publicly 
tendered. 
 
4.7.2 Invited Quotes 
 
As an alternative to Open Tender, you can use invited quotes to purchase goods and 
services when the value is between $25,000 and $100,000 excluding GST. 
 
With invited quotes for goods and services: 

 The procurement is usually limited to standard business support goods and 
services, for example, supply of paper, photocopying, security shredding. 
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 Quotes should be obtained against a written requirement (a scope of works or 
brief). 

 The Contract may be ‘suppliers’ terms’. 
 Suppliers invited to quote should preferably be selected from a short-list of 

approved suppliers. 
 At least 3 suppliers should be invited to quote. 
 

4.7.3 Preferred Supplier or Direct Appointment 
 
You can use a preferred supplier or direct appointment when: 

 The goods are a repeat of a previous order/contract that was carried out 
satisfactorily by the supplier, and it is desirable to use the same supplier again for 
consistency and efficiency; and/or 

 The supplier has satisfactorily carried out an earlier phase of the supply and it is 
desirable and more efficient to maintain continuity; and/or 

 The goods are best provided by a single, identified supplier or individual due to 
their level of expertise, knowledge or ability; and/or 

 In exceptional cases only, lack of time precludes other procurement methods; 
and/or 

 The goods being procured are less than $25,000 and the approval of the Group 
Manager is obtained. 

 
Preferred supplier or direct appointment follows the same constraints as invited quotes, 
except that a quoted price is obtained from a single preferred supplier.  
 
However: 

 The market price should be established; and 
 A quote should be obtained against a written scope of works or brief; and 
 Price and/or rates should be negotiated and agreed prior to awarding the contract; 

and 
 Contract documentation will be an accepted purchase order. 

 
 

4.8 Selecting the Tender/Quote Evaluation Method 
 

4.8.1 Methods 
 

It is important that any suppliers invited to submit tenders or quotes know from the outset 
how the tenders will be assessed and compared with others.  
 
The standard ways to evaluate tenders or quotes are: 

1. Weighted Attribute Method (WAM) 
2. Price Quality Method (PQM) 
3. Lowest Price Conforming Tender Method (LPCTM) 
4. Quality Based Method (QBM) 

 
The evaluation process is described in the New Zealand Transport Agency (NZTA) 
Procurement Manual. The NZTA has replaced the Weighted Attribute Method with the 
Price Quality Method and Brook’s Law with the Quality Based Method. A copy can be 
found in the Engineering Services office or at NZTA Procurement Manual.  
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If attributes are to be used in the evaluation, the RFx document must include a description 
of the attributes and the weighting applied to each. More information on the weighted 
attributes and price quality method is contained in this manual in Appendix B. 

 
4.8.2 Weighted Attributes Method (WAM) 
 
The evaluation takes into account non-price attributes that may have an impact on the 
contract. This method is used when factors such as contractor performance, abilities, 
resources, methodologies, quality assurance and the contractor’s support for issues of 
sustainability are important.  
 
The numerical weight assigned to each attribute should reflect that attribute’s 
importance. The non-price attributes are converted to an index number. This method is 
not endorsed by the NZTA. 
 
4.8.3 Price Quality Method (PQM) 
 
This method is the same as the WAM, except that the non-price attributes score is 
converted to a Supplier Quality Premium ($). 
 
4.8.4 Lowest Price Conforming Tender Method 
 
This method scores non-price attributes on a pass/fail basis. It should only be used for 
projects where the additional cost to the Council, and to the suppliers tendering or 
quoting, of using the more complex WAM or PQM is not justified by the desire to 
differentiate the degree of quality in the tender/ quote evaluation process. 
 
4.8.5 Quality Based Method 

 
A variation on the WAM or PQM, this method is outlined in full in the NZTA Procurement 
Manual and may be used   to evaluate tenders for the provision of a professional services 
or design and build contract where the deliverables or required outputs of the project are 
difficult to specify precisely. 

 
 
4.9 Selecting the Pricing Options 
 

4.9.1 Introduction 
 
The primary types of contracts used by the Council can be classified as follows according 
to their pricing basis:  

 
4.9.2 Measure and Value 

 
The majority of Council work will be carried out under measure and value contracts, which 
have a schedule of quantities and work is measured, then valued against rates. Also known 
also as schedule of rates, schedule of quantity or schedule of price contracts. 
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Measure and value contracts are suitable for any physical works contract where the work 
involved is clearly definable, but generally not under a purchase order. The contractor’s 
price quoted in the tender is generated against a schedule of quantities, but the payments 
for the contract are based on actual quantities measured on site. Measure and value 
contracts may also contain provision for day-works, to allow payment for unspecified 
classes of work that may arise during the contract period. 

 
4.9.3 Lump Sum 
 
Lump sum (or fixed cost) contracts are the simplest form of contract – a single total price 
is requested. Schedules of quantities are used for interim payments. They are suitable 
when contracts have a clearly definable content, for example, smaller or minor physical 
works, professional/consultancy services and contracts procured through a purchase 
order. 
 
A schedule of quantities may be attached: 

 To identify the scope of the works; 
 As the basis of payment for progress payments; 
 For pricing variations. 

 
Lump sum works contracts will usually contain an allowance for day-works to allow 
payment for unspecified classes of work that may arise during the contract period. 
 
4.9.4 Unit Rate 
 
Unit rate contracts (sometimes called time and disbursement, time writing, cost 
reimbursement, or rates only) are those in which no estimate of quantities is established; 
only a request for the rate (for example, an hourly rate) for specific tasks is called for and 
the contract is awarded at the quoted rate rather than for a total quoted sum. 
 
Tenders for these types of contracts should not be called without the specific approval of 
the relevant Group Manager. 
 
4.9.5 Charge-Up 
 
A charge-up (or cost reimbursement) contract is used when the final contract sum is not 
pre-agreed at the start of the contract. Only the rates at which the work is to be done are 
agreed. The Contractor proceeds on the basis of reimbursement of costs plus a 
contractor’s margin. 
 
Charge-up contracts are generally used for emergency works, or when the extent of the 
work cannot be pre-determined with any certainty. This form of contract requires close 
management of the contract in order to ensure that costs are maintained within funding 
levels. 
 
4.9.6 Other pricing options 
 
Other pricing options include: 

 Performance contracts – with incentives and/or deductions. 
 Percentage fee (of estimated or final cost). 
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 Retainer fee. 
 
These should be used only with the specific approval of the Group Manager or Chief 
Executive. 

 
 
4.10 Using a Consultant 
 

4.10.1 When to Use a Consultant 
 
In some situations it is advantageous for an external organisation to manage the tendering 
and/or contracting process, and/or to prepare design elements to be used in a contract. 
Typical situations include: 

 Lack of Council experience with tendering/contracting practices; or 
 Level of expertise needed for the type of tender/contract; or 
 Need for specialised skills, for example design/draughting; or 
 Time/resourcing constraints. 

 
4.10.2 Understanding What the Consultant will do 
 
A clear understanding should be established at the outset of what work the consultant 
will be expected to undertake, and what work the Council will be carrying out. This is 
documented in the consultant’s brief. 
 
4.10.3 Preparing a Brief 
 
The brief outlines the scope of work to be undertaken by the Consultant. It needs to clearly 
describe the desired outcome for the project and must be in sufficient detail that both 
parties clearly understand what is required and who is responsible for doing what.  
 
The brief is normally prepared by the Council. but can be developed with assistance from 
the consultant. 
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Section 5.0 NZTA Procurement Requirements 
 
5.1 New Zealand Transport Agency Subsidies 
 

5.1.1 Subsidy Levels 
 
The New Zealand Transport Agency (NZTA) provides Government subsidies to road 
controlling authorities under the Transit New Zealand Act 1989. The subsidy (Financial 
Assistance Rate or FAR) is 58% for all roading work, except for community road safety 
programmes, which are subsidised at 62% to 65%. Streetlight conversions to LED lighting 
are also subsidised by the NZTA, up to 85%. 
 
5.1.2 Role of the Engineering Group 

 
The Roading Team Leader liaises with the NZTA and makes monthly claims to recover 
subsidy monies. Claims are reviewed by the Finance team prior to submission. 

 
5.1.3 Purpose of the Procedures 
 
The purpose of these procedures is to provide clarity to staff unfamiliar with the process, 
to ensure: 

 The subsidy claimed is maximised; and 
 Procedures are easily audited by the NZTA when required; and 
 Audit office recommendations are observed. 
 

5.1.4 Compliance 
 

The subsidy may only be claimed if both Physical Works and/or Professional Services 
contracts have been let and evaluated in compliance with the NZTA Procurement Manual.  
 
The NZTA audits the Council every three years to ensure that all amounts claimed have 
been in accordance with competitive pricing procedures (CPP), and it randomly audits 
contract files to ensure this is the case. Subsidies claimed incorrectly or not backed up by 
contract documentation will generally be requested to be refunded, and the Council will 
receive a censure from the NZTA Board. 

 
5.1.5 NZTA Manuals 

 
There are several NZTA manuals and guidelines that must be adhered to for a subsidy to 
be claimed. The critical documents are:   

 
a) NZTA Procurement Manual and the Council’s Roading Procurement Strategy 

 
These are the key documents for any physical works or professional services works for 
which a subsidy is to be claimed. The requirements of these documents must be met 
and the NZTA randomly audits contract files each year. Copies are in the Community and 
Infrastructure Services Group Library. and on-line at NZTA Procurement Manual and 
STDC Roading Procurement Strategy. 
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These procedures must be followed or the subsidy may be forfeited for incorrectly 
claimed works. 
 
b) Programme and Funding Manual 
 
This describes the Work Categories that qualify for subsidy, the NZTA policy on what it will 
subsidise and other data on reporting, auditing, and other matters. 

c) Standards and Guidelines Manual 
 
A manual of the suggested design standards and guidelines that are to be used to ensure 
works are carried out to a consistent standard across the country. They relate mainly to 
road design and construction.  

 
5.1.6 Following the NZTA Procurement Manual Rules 

 
Some of the key rules relating to the NZTA Procurement Manual are: 

1. For physical works contracts tendered under the Price Quality Method, the 
weighting on price will normally be 70%. 

2. For professional services contracts tendered under the Price Quality Method, the 
weight range on price is 20-30% and other non-price attributes are to have a 
minimum weight of 10%. 

3. Physical works and professional services can be negotiated up to $100,000 for 
subsidised works, but prices must be benchmarked against similar rates and 
contracts. A tender report reflecting this benchmarking is required. 

4. Limited Invitation (that is, a minimum of 3) tenderers may be used for physical 
works up to $100,000 and up to $100,000 for professional services.  

 
Note: this is a brief overview of the requirements and the NZTA Procurement Manual 
must be utilised for full compliance. Departures may only be authorised by separate 
submission and approval of NZTA. 

 
5.1.7 NZTA Quality Assurance Requirements 

 
The NZTA requires that all contractors carrying out financially-assisted physical works 
comply with their quality assurance requirements.  
 
These requirements provide for different levels of quality assurance, depending on the 
complexity of the works: 

 ISO9001 for complicated tasks; 
 TQS1 for reasonably complicated tasks; 
 TQS2 for straight forward tasks. 
 

All contracts for which a subsidy is to be claimed must have these requirements included 
in the specification, be received and checked for compliance, and be placed in the contract 
file for auditing. 
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Section 6.0 Tender Procedure 
 
6.1 Tender Process 
 

6.1.1 Overview 
 

There are six steps in the tender process, irrespective of whether a preferred supplier or 
direct appointment is to be used, or the Council will be entering into a competitive or 
tendering process. The tender process is outlined in the following diagram. Each step from 
document preparation, invitation, checking of the submissions and evaluation is discussed 
in this section. 

 
 

  

Audit and Risk Committee - Information Reports

51



South Taranaki District Council 
Procurement Manual  V5.0 Section 6: Tender Procedure 
 

Page 35 of 62 
 

6.2 Preparing Scope or Specification Documents  
 

6.2.1 Overview 
 
Unless a decision has been made to use the ‘supplier’s terms’, which is generally the case 
in purchases of low value goods, or clearly defined (for example, in training or conference 
costs), it is preferable to prepare a specification or a scope document. This ensures that 
both the Council and the supplier are clear about the terms of the offer and acceptance. 
Council terms and conditions should apply once they have been developed. 
 
6.2.2 Tenders/Quotes for Professional Services 
 
Whether using long or short form documentation, tenders/quotes for professional 
services should contain the following items: 

 Conditions of tendering/quote requirements; 
 Terms and conditions of engagement; 
 Project-specific requirements; 
 Form of tender/form of quote; 
 Schedule of rates or prices; 
 Basis of payment; and 
 Other key information as applicable. 

 
Wherever possible, for professional services tenders, end results (deliverables) should be 
specified, rather than requesting knowledge of the method to be used to achieve the end 
result. 
 
6.2.3 Tenders/Quotes for Physical Works 

 
Whether using long or short form documentation, tenders/quotes for physical works 
should contain the following items: 

 Conditions of tendering/quote requirements; 
 Conditions of contract; 
 Contract works specifications; 
 Form of tender/form of quote; and 
 Schedule of rates or prices; 
 Basis of payment; 
 Relevant drawings and supplementary information as applicable. 
 

6.2.4 Obtaining Statutory Consents 
 

Any proposed works likely to affect regional authorities, other local authorities, or 
network utility operators should be discussed with them. This would normally have been 
carried out in the design phase of the project and may involve obtaining resource consents 
or other consents. 
 
Similarly, if the proposed work is to be carried out on private property, written approval 
must be obtained from the property owner/occupier prior to the work going out to 
tender/quote. 
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6.2.5 Deposits 
 

Tender deposits are generally not required. If a tender deposit is applied (normally 1% of 
estimated contract price), any reasons for the deposit to be forfeited must be clearly 
stated in the Request for Tender. 
6.2.6 Bonds 

 
A bond is required for all contracts in excess of $1,000,000 excluding GST, unless the risk 
to the Council is low and the relevant Group Manager or Chief Executive agrees that a 
bond is not required. The bond value will generally be in the order of 10% of the contract 
sum. 
 
Bonds for contracts less than $1,000,000 excluding GST will only be required at the 
discretion of the relevant Unit Manager, and where there may be a significant risk and 
cost to the Council should the chosen contractor default in carrying out the work. 

 
6.2.7 Insurances 

 
Long form physical works contracts require the contractor to have the following types of 
insurance:  

 Contractor’s Works - for the value of the contract; and 
 Public Liability; and 
 Motor vehicles and mobile plant. 
 

Professional services contractors are required to have the following types of insurance: 
 Public Liability; and 
 Professional Indemnity. 

 
In short form contracts the types of insurance required will depend on the circumstances. 
Other additional forms of insurances may also apply as a result of project-specific 
evaluation of risk. For example, for works on Council plant sites, other items may be 
required to be insured. 
 
The Council’s Finance Manager or Group Manager Community and Infrastructure Services 
should be consulted when RFx documents are being prepared, if there is doubt about 
which types of insurance to specify. 

 
6.2.8 Provision for Inflation 

 
In preparing contracts of durations in excess of 12 months, consideration may be given to 
the provision for cost adjustments due to inflation. 
 
Note: Clause 12.8 in NZS 3910:2013 makes provisions for cost fluctuations. 

 
6.2.9 Cost Estimate 

 
Before advertising a tender or requesting quotes for any contract, prepare an ‘engineer’s 
estimate’ of costs that covers all work detailed in the contract documents and any other 
pertinent costs. Use the format of the Schedule of Prices in the contract. 
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Have the total estimated job cost for the contract works and the contract documentation 
checked by the Project Sponsor or relevant Unit Manager and Group Manager against the 
budget approved by the Council for the project as part of the annual budget process. 
 
Note: The contingency can be held within the tendered sum or held outside the contract 
(or a combination of both) at the project manager’s discretion. 
 
 

 
6.2.10 Approval to Advertise 

 
If a tender is to be advertised, you need to obtain the appropriate authority to advertise. 
Where work has been commissioned by another Council unit, the documents and 
estimates of cost must be submitted to the Group Manager for approval prior to 
advertising. 
 
Work commissioned by your unit must be approved by the Unit Manager or Project 
Sponsor. 

 
6.2.11 Advertising 

 
Tender documents can be placed on TenderLink by: 

 Engineering Executive Assistant 
 Projects Engineer 
 Projects Manager 

 
Selected consultants can place tenders on TenderLink on behalf of the Council. The 
Projects Manager has a list of these consultants. 
 
The advertisement should: 

 Give a brief description of the scope of works; and 
 State the closing date for tenders; and 
 State how the documents can be obtained – downloaded from TenderLink. 
 

Here is the link to the Council’s e-procurement website: 
https://www.tenderlink.com/stdc/  

 
 
6.3 Invitation Phase 
 

6.3.1 Process 
 

The overall invitation process for requesting tenders is similar, no matter which 
procurement method has been chosen. Differences occur only in the way suppliers are 
contacted and asked to provide their prices.  
 
If preferred supplier/direct appointment, invited tenders, or invited quotes are to be used, 
the invitation must be in writing (for example, email), whereas an open tender is generally 
actioned through an advertisement on TenderLink. 
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6.4 Documentation for a Preferred Supplier/Direct Appointment 
 

6.4.1 Process 
 
To use a preferred supplier or direct appointment: 
 

1. Confirm that the supplier has the required skills. 
 

2. Contact the supplier by letter or email to: 
 Confirm availability; 
 Outline the brief or scope of work; 
 Arrange a meeting (on site if appropriate) to evaluate the problem to be 

addressed; and  
 Gain a general agreement on how the problem/request should be 

addressed. 
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3. Confirm the brief in writing using the appropriate form of contract, outlining: 
 Any issues that need clarification; 
 The approach to be used; and 
 Scope and terms of engagement. 

 
4. Obtain a written submission from the Supplier. 

 
5. Formalise the engagement via email signed by the appropriate manager or 

through the preparation of formal contract documents.  
 
 
6.5 Documentation for Invited Tenders/Quotes 
 

6.5.1 Process 
 
To issue documentation to invited suppliers: 

1. Identify a minimum of 3 potential suppliers to approach. This may be from industry 
knowledge, the Approved Contractors List or from a registration of interest 
process. 

2. Confirm that the suppliers have the required skills and have the appropriate 
Health and Safety systems in place, if they are not on our Approved Contractors 
list. 

3. Contact the suppliers by letter or phone, confirm availability and outline the brief 
or scope of work.  

4. Issue the written invitation to the suppliers with the documentation. 
 

6.5.2 Charges for Uplifting Documents 
 

There is no charge for uplifting tender/quote documents for an invited tender/quote. 
 
6.5.3 Timeframe 

 
Allow an appropriate time interval between the time suppliers receive the documentation 
and the closing date, to allow them time to examine the documents, visit the site, and 
price the work. 
 
6.5.4 Recording Tenderer Details 
 
Keep a record of all suppliers who have been given or collected tender/quote documents. 
When using TenderLink, download the contractor list to record which suppliers have 
uplifted the contract documents. This record is needed to: 

 Ensure that any changes can be sent or given to all of the tenderers (for invited 
tenders this is through the ‘Notice to Tenderers’ process). 

 Maintain a record of which suppliers uplifted the documents, if the closing 
date/time is approaching and a supplier has not responded. 
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6.6 Documentation for Open Tenders 
 

6.6.1 Issuing Tender Documents 
 
Tender documents will be placed on TenderLink with the advertisement. 
 
Although tender documents may be issued or placed on TenderLink by the relevant Unit 
or Group of the Council, or by a consultant on behalf of the Council, all open tenders must 
close in the TenderLink electronic tender box. In special circumstances tenders will close 
in the physical tender box at the Council office. For example, tenderers may be required 
to submit multiple copies of a complex tender in hard-copy form to reduce the Council’s 
printing costs. 

 
Note: TenderLink provides the option of advertising the tender in publications of your 
choice, for an extra charge. 
 
6.6.2 Uplifting the Tender Documents 

 
TenderLink notifies all relevant contractors of the Request for Tenders, and any 
contractors interested in tendering for the work download the document from 
TenderLink. All contractors that download the tender documents are recorded by 
TenderLink in its ‘electronic tender book’. 
 
6.6.3 Timeframe 
 
An appropriate time interval should be allowed between the date of advertising on 
TenderLink and the closing date, to allow tenderers to uplift and examine the tender 
documents, visit the site, price the work and submit a tender. 
 
6.6.4 Release of Information in the Tenders Book 
 
The name and address of parties taking out documents may be disclosed to anyone on 
request, but it should be stated that the list is not warranted to be complete. 
 
The names of contractors who have downloaded the tender documents are displayed on 
the TenderLink web site for other contractors to see. 

 
 
6.7 Communication during the Tendering/Quoting Period 
 

6.7.1 Preferred Supplier/Invited Quotes 
 
When seeking quotes or working with preferred suppliers, there may be a need to notify 
changes and communicate with the suppliers. It is important that all suppliers are given 
the same information in writing, but this may be less formal than the process detailed 
below. Documenting changes is, however, still mandatory. 
 
6.7.2 Notifying Tenderers of Changes 
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If there are any changes to be notified to tenderers/suppliers quoting during the tender 
/quote period, the list of invited suppliers or the list of contractors that have download 
the tender documents in Tenderlink in the case of open tenders, provides an accurate 
record and a means of contacting them. Any changes to be notified must go to all suppliers 
that have downloaded the documents from Tenderlink. 

 
6.7.3 Communication and Notices to Tenderers 

 
Get approval from the Project Sponsor/Unit Manager or Engineer to communicate with 
tenderers. Confidentiality is essential throughout this process. 
 
All communication to the tenderers must be written in the form of a ‘Notice to Tenderers 
No.#’, and where a query is raised by any one tenderer, the reply must be given to all 
tenderers including the one that queried the point. 
 
Tenderers must acknowledge receipt of all ‘Notices to Tenderers’ in writing by the 
tenderers during the tender period, and in their tender submissions. Any prospective 
tenderer who has not confirmed receipt of a Notice to Tenderers within 48 hours of a 
Notice being issued (and prior to the close of tender) must be contacted and requested to 
confirm receipt.  
 
Notices to Tenderers are forwarded automatically to all suppliers or contractors via 
TenderLink. 

 
Notices to Tenderers must be signed, and copies of all correspondence and the original of 
any reply will be regarded as part of the contract and will be included in the signed 
contract documents. 
 
All tenderers are required on the Form of Tender to acknowledge that allowance for all 
Notices to Tenderers has been made in their submitted price. 
 
6.7.4 Meetings 
 
A meeting with tenderers during the tendering process should not be necessary if the 
tender documents are adequate. However, a meeting with all tenderers at once may 
provide useful clarification in some cases. 
 
Meetings with individual tenderers during the tendering process are not acceptable as this 
can result in unfairness in the tender process. 
 
Give any clarification of the tender documents in writing to all tenderers as a Notice to 
Tenderers. Do not give verbal clarification. 
 
6.7.5 Questions from Tenderers 
 
Tenderers can submit questions regarding a tender to the TenderLink Forum. However, 
this must be set up in advance, and incurs an additional charge. It is acceptable to receive 
questions directly by email. Evaluate each question and, if required, give the answer as a 
Notice to Tenderers on TenderLink, to ensure all prospective tenderers receive the same 
information. 
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6.8 Closing the Tender or Quote 

 
6.8.1 Invitation to Quote 
 
Quote documents must specify clearly how and when the quote must be received, which 
is usually at the relevant reception counter, or passed directly to the project manager. 
Quotes do not close in the tender box. 

 
6.8.2 Non-Receipt of a Quote 

 
If you are concerned that you may not receive sufficient responses to an invitation to 
quote, it may be advisable to contact each supplier prior to the quote period closing, to 
confirm whether or not they will be submitting a quote. 
 
If a quote is not received from a supplier by the due date, check with the supplier on the 
whereabouts of the quote. 
 
6.8.3 Closing a Tender 
 
Public tenders close in TenderLink’s electronic tender box. In special circumstances, for 
example if large tender documents are expected, tenders will close in the tender box 
located at the main reception counter of the Council’s Hawera Administration Building. 
Hard-copy tenders should be clearly marked ‘Tender for (Contract Number and Name)’ 
and be placed in the tender box.  
 
The box remains locked at all times except for the removal of tenders after the date and 
time of tender closing. The dual keys are held by the Contact Centre Team Leader or their 
nominated representative. 
 
6.8.4 Time of Closing Tenders 

 
Tenders normally close on a weekday at 4.00 pm. 
 
6.8.5 Receipt of Tenders 

 
If a tender is received by the Records Unit, it should not be opened, but should be date-
stamped and forwarded to the project manager for processing. If the envelope is not 
marked and has been opened, it will have to be resealed, initialled and placed in the 
tender box. 
 
Any tender not received by the tender closing date and time will not be accepted and will 
be treated as a late tender. 
 
Fax tenders will not be accepted. 
 
6.8.6 Withdrawal before Tender Closing 
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Tenderers may withdraw their tenders before the tender closing date and time with no 
penalty. 
 
6.8.7         Late Tenders 
 
The Council will only accept late tenders or proposals in exceptional circumstances.  At a 
minimum, the following criteria must be met before late tenders will be accepted: 

 It must be certain that no possibility of unfair advantage exists; 
 The late participant has no knowledge of other tenders or proposals; 
 The late tender or proposal must otherwise conform to all other aspects to the 

criteria set out in our tender or proposal documents. 
 

 
 
6.9 Checking, Evaluating and Awarding Quotes 
 

6.9.1 Overview 
 
The following diagram gives an overview of the process of checking, evaluating and 
awarding contracts from sole suppliers or invited quote methods of procurement. 
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6.9.2 Checking Quotes 
 

Check the quote for: 
 Errors and omissions; and 
 Completion of the schedule of rates; and 
 Tags. 

 
6.9.3 Evaluating Quotes 

 
Evaluation will be in the format specified in the request for quote. With the suppliers 
having been selected because they all have the skills to carry out the contract, evaluation 
will generally be on lowest price, but may include, for example, weighted attributes if 
these are important considerations. 
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6.9.4 Report 

 
Prepare a report that includes the scope of work, quotes received, evaluation, job cost 
estimates and funding, and recommendation. 
 
6.9.5 Award 
 
The quote can be accepted if the tendered sum falls within the Project Sponsor’s/Unit 
Manager’s delegated authority. 

 
 
6.10 Checking Tender Submissions 
 

6.10.1 Process 
 
The following diagram outlines the process for checking tender submissions.  Note that 
the work is shared between the person opening the tenders and the project manager. 

 

  

Audit and Risk Committee - Information Reports

62



South Taranaki District Council 
Procurement Manual  V5.0 Section 6: Tender Procedure 
 

Page 46 of 62 
 

6.10.2 Opening the Tender Box 
 
Two staff members open the TenderLink electronic tender box using an electronic ‘key’ 
generated by TenderLink. 
 
Open the physical Tender Box in public view, witnessed by Contact Centre staff who 
record on the tender administration form the number of tenders and the name of the 
person the tenders are handed to.  
 
Take the tenders to a private area for opening. 
 
See Appendix A for the tender opening procedure. 
 
6.10.3 Checking for Errors or Omissions in Rates 
 
Check all rates, extensions, and summary sheets for accuracy. If one or more scheduled 
items has apparently been priced abnormally high or low, it should be discussed with the 
tenderer. It is possible that the tenderer has not understood the requirement in the 
contract. 
 
 If you identify an error in the extensions (for example, rate x quantity doesn’t add up to 
the total) or the additions or there is an inconsistency in the rates quoted for the same 
item, discuss how to resolve it with the Engineer or Project Sponsor/Unit Manager  
 
Minor matters may be clarified by the exchange of email or letter with the tenderer, asking 
for formal confirmation of the price, paying particular attention to the items at issue. 
Major discrepancies may involve a fully-documented tender clarification meeting with the 
tenderer. 
 
If there are any discrepancies, the tender is the Tender Sum as recorded on the Form of 
Tender (Section E1 of the long form Tender documents). The tenderer will be requested 
to adjust all schedules, summary sheets and other documents where necessary to match 
the Tender Sum, to the satisfaction of the Engineer or Project Sponsor/Unit Manager. 
Because of the potential to disadvantage either party and cause dispute during the 
contract, the rates should be adjusted before the contract is entered into. However, no 
adjustment can be made to the tender sum. 
 
6.10.4 Amended Tenders/Omissions 
 
Tenderers are not allowed to amend their tender sums after the close of tenders. Where 
an obvious omission or error has been made such as including GST or omitting the price 
for a scheduled item, the tenderer can either confirm the tender sum or withdraw their 
tender.  
 
In confirming the tender sum the tenderer may wish to adjust the rates to distribute the 
error more fairly. This must be done before the tender is evaluated against other tenders. 
 
6.10.5 Tenderer Withdrawal 
 
A tenderer may withdraw: 
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 After submitting the tender, but before tender closing. 
 After tender closing but before tender acceptance. 

 
 
6.11 Tender Tags 
 

6.11.1 Defining a Tag 
 
All letters or notes attached to the tender documents, and all wording added to any part 
of the tender submission, including the schedule must be considered as a potential tender 
tag, and must be evaluated accordingly for its potential effect on the conduct or 
administration of the contract. 
 
6.11.2 Accepting a Tag 

 
Tags make the tender submission conditional, and it is up to the Project Sponsor to decide 
whether or not the additional conditions are acceptable. Each has to be considered on its 
merits for its potential effect on the contract outcome or price. 
 
Prior to accepting a tag, it must be evaluated against the RFT to ensure that the other 
tenderers would not be prejudiced, or that the Council would not be exposing itself to 
possible claims. 
 
If the Tag is accepted, there is a need to include the effect of the tag in the evaluation of 
the tender, both in terms of the financial implications and the long-term impact on the 
overall value of the works. 
 
Tagged tenders must be accepted for the original tender sum and the adjustment for the 
tag made by way of a variation to the contract. 

 
6.11.3 Removing a Tag 

 
Generally, where a tenderer has tagged items or the tender is conditional, the tenderer 
should be invited to remove the tags, or the value of the tag should be priced, and the 
adjusted tender value used in the tender evaluation.  
 
The best solution for a tag is to have the tenderer remove it, in writing. Often tags result 
from the tenderer not fully understanding the tender documents, and frequently 
tenderers are happy to remove tags after the meaning of some specification provision is 
explained. Naturally this explanation must be recorded in writing and signed as accepted 
by the contractor.  
 
However, this does not preclude acceptance of a tagged or alternative tender where this 
is clearly in the best interests of the Council. 
 

 
 

6.12 Alternative Tenders 
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To encourage innovation, the Council may on occasion allow suppliers to submit alternative 
tenders that do not conform to the contract specification. Any such invitation must be carefully 
worded, and prior consideration must be given to how alternative tenders will be evaluated. As a 
minimum, all tenderers must be required to submit a conforming tender so they can be evaluated 
against other conforming tenders, and alternative tenders will be viewed as optional extras. 

Note: Variations that alter the scope of the contract include variations to guarantees, 
warranties, indemnities, insurances or significant alteration to the payment profile. These 
variations should be referred to the staff member with financial delegation for approval.  
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6.13 Evaluating Tenders 
 

6.13.1 Overview 

 

Audit and Risk Committee - Information Reports

66



South Taranaki District Council 
Procurement Manual V4.0 Section 7: Appendices 
 

Page 50 of 62 
 

6.13.2 Evaluation against the Request for Tender 
 
Evaluate tenders only as specified in the Request for Tender (RFT).  
 
Once a tenderer has submitted a tender, the Council cannot enter into a contract on 
different terms and conditions from those specified in the RFT unless the tender process 
is repeated with a revised RFT. 
 
The methods of evaluation are described in the NZTA Procurement Manual. 
 
6.13.3 Lowest Price Conforming Tender 
 
Evaluate lowest price conforming tenders in two stages: 

1. Rank tenders in ascending order based on prices. 
2. Determine the tender acceptability when assessed against each non-price 

attribute. 
 
Determination of acceptability commences with the lowest-priced tender and ceases 
when the first acceptable tender is determined. 
 
6.13.4 Weighted Attributes Method and Price Quality Method (two Envelopes) 
 
For Weighted Attributes, two-envelope tenders are evaluated in three stages: 

1. Open envelope 1 and assess the tender against the six non-price attributes, giving 
each attribute a score from 0-100. Conduct reference checks on all tenderers. 
Exclude from further consideration any tender that scores 35 or less on any single 
non-price attribute. 

2. Complete Stage 1 for all tenders before starting Stage 2. Complete the Attribute 
Grading Sheet and have this signed and time/date-stamped by the Project 
Sponsor/Unit Manager or Group Manager. 

3. Open envelope 2 and record the tender sum in the Attribute Grading Sheet. 
Exclude any amounts that have been fixed (for example, provisional sums) from 
the tender sum entered. 

4. Determine from the Attribute Grading Sheet the successful tender and have this 
signed and time/date-stamped by the Project Sponsor/Unit Manager or Group 
Manager. 

 
 

6.14 Weighted Attributes/Price Quality Method 
 
6.14.1 Stating the Attributes 
 
The attributes to be evaluated and the weighting applied to each must be stated and 
defined in the Request for Tender. 
 
The numerical weight assigned to each attribute should reflect that attribute’s 
importance. Weightings should be stated in percentages and should total 100% when all 
attribute percentages are totalled. 
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6.14.2 NZTA Subsidised Projects 
 

Evaluate proposals using the following non-price attributes as a minimum: 
 Relevant experience; 
 Relevant skills; 
 Methodology; 

 
Additional non-price attributes may be used, including: 

 Track record; 
 Resources; 
 Financial viability 
 Health and Safety. 

 
Each attribute is described in full in Chapter 10.14 of the NZTA Procurement Manual. 
 
6.14.3 Non-NZTA Subsidised Projects 
 
For non-NZTA subsidised works any relevant attributes may be used. A list of tender 
attributes is provided in Appendix B as a guide, which may assist in selecting tender criteria 
that may provide some loading to local contractors. 
 
6.14.4 Price Attribute 
 
The weightings to be applied to the price attribute for Physical Works Contracts and 
Professional Services should generally be in the range of 50-70% and 20-40% respectively. 
 
For NZTA subsidised works the adopted weighting applied to the price attribute is 70% for 
Physical Works Contracts and in the range of 20-40% for Professional Services (refer to 
the Council’s Roading Procurement Strategy). 
 

 
6.15 Tender Evaluation Report 
 

6.15.1 Contents of Report 
 
The tender report must include: 

 Background; 
 Scope of the work; 
 Tenders received; 
 Tender evaluation; 
 Tags, errors or omissions; 
 Summary; 
 Engineer’s cost estimates; 
 Source of funding; 
 Recommendation. 

 
The Tender Evaluation Report template can be found here. 
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6.15.2 Signing the Tender Report  
 
Tender reports must be signed by: 

 The project manager responsible for preparing the report (‘the recommender’); 
and 

 The Project Sponsor/Unit Manager or Group Manager (the ‘endorser of the 
recommendation’). 

 
 
6.16 Tender Award 
 

6.16.1 Who is to Approve 
 
Approval is linked to the expenditure involved and financial delegations, but should be 
one of the following, depending on the tender/quote sum (GST exclusive): 

 Project Sponsor/relevant/Unit Manager; 
 Group Manager; 
 Chief Executive Officer. 

 
Consult the Council’s Delegations Register. 
 
6.16.2 Tender Approval Steps 
 
If the Project Sponsor/Unit Manager has authority to approve the contract, the report is 
returned to the person who prepared it. 
 
If the tender/quote sum is over the Project Sponsor/Unit Manager’s delegated authority, 
s/he endorses the report for approval by the Group Manager or Chief Executive. The 
report is then returned to the person who prepared it. 
 
The formal letter of award to the successful tenderer can be signed off by the Group 
Manager or Chief Executive. 
 
6.16.3 Awarding a ‘Purchase Order Contract’ 
 
The successful Contractor/Supplier can be advised by phone or in writing and advised to 
quote the purchase order number in any further communications relating to the contract. 
 
6.16.4 Notification to Successful Tenderer 
 
The successful tenderer is notified by a standard acceptance letter, which includes:  

1. Nominating the Engineer to the Contract; 
2. Bond form for execution by the contractor’s surety; 
3. ‘Order to Commence’ - advising the date of occupancy of the site; and 
4. The range of tender prices. 

 
6.16.5 Notification to Unsuccessful Tenderers 
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The unsuccessful tenderers are notified by a standard letter, which includes the name and 
price of the successful tenderer and the range of tender prices. This is important feedback 
to the tenderers for future tendering. 
 
If requested by an unsuccessful tenderer, the Council will provide a debrief for that 
tenderer, to explain why the tender was unsuccessful: 

 How the tender performed against the scoring criteria, including its strengths and 
weaknesses; 

 The relative advantage(s) of the successful tender; and 
 The Council’s responses to the tenderer’s concerns. 
 

6.16.6 Disclosure of Tender Information  
 
The following information can be disclosed after award of the tender: 

 Name of successful tenderer; 
 Names of all tenderers; 
 Range of prices of all tender, without linking tenderers to prices;  
 Range of scores for each non-price attribute, without linking tenderers to scores; 

and 
 To each tenderer, the tenderer’s individual attribute scores. 

 
Note: The ranges of prices and scores are not disclosed if there are only two tenders. 
 
6.16.7 Information that cannot be Disclosed 
 
The submitted rates of the successful contractor or any tenderer should NOT be released 
to members of the public or other tenderers. 
 
6.16.8 Filing  
 
All unsuccessful tenders/quotes should be kept for a minimum period of twelve months. 
After this they should be destroyed. Please note that the information supplied by the 
tenderers is commercially sensitive to their organisations and should be stored securely 
during this period. 
 
Ensure that scanned signed copies of all contract information are uploaded into Orion in 
the activity or project library that the contract relates to, and provide a signed hard copy 
of the contract to the Information Management Team for filing and registration in the 
Contract Register. 
 
6.16.9 Advance Payments, Bonds and Guarantees 
 

Advance payments, bonds, deposits, guarantees, warranties, default obligations, and 
penalties must not be paid without the Group Manager’s or the original financial 
delegator’s approval (whichever is the higher).  
 
The staff member with financial delegation should ensure that the business risk associated 
with these payments has been appropriately assessed prior to authorising payment. This 
includes advance payments for materials procured on behalf of the Council by a supplier 
but not yet delivered to the Council, or yet to be incorporated into the project works. 
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Section 8.0 Appendices 
 
Appendix A - Procedure for Opening the Tender Box 

Appendix B - Tender Criteria/Attributes 

Appendix C - Standard Form Contracts used in New Zealand 
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APPENDIX A 
 
Procedure for Opening the Tender Box 
 

A.1.1 Time of Opening 
 
Open the tender box at 4.00 pm on the tender closing day or the time stated on the tender 
documents. Advise the Contact Centre staff of any pending closures as soon as possible 
but no later than the day prior to closing. 
 
A.1.2 Opening the Tender Box 
 
The electronic tender box is opened by two people, using an electronic key generated by 
TenderLink. Each tender has a unique key that must be used to open each tender 
individually. This provides access to a zip file, which must be unzipped and saved before 
the file can be accessed.  
 
Open the physical tender box in the public view witnessed by Contact Centre staff, who 
record in the tender administration form the number of tenders and the name of the 
person the tenders are handed to.  
 
Take the tenders to a private area for opening. 
 
The process of opening tenders is very sensitive and must be performed scrupulously. A 
specific tenderer’s prices are confidential and care must be taken to ensure they remain 
confidential until the contract has been awarded. 
 
On any tender opening day, the physical tender box may contain tenders for other 
projects. Ensure that only your tenders are removed from the box for opening. Should 
another unit’s tenders be removed from the box, return them immediately and inform 
the appropriate unit. 
 
A.1.3 Recording Tender Opening 
 
As each tender is opened, read out the Tenderer’s name and ensure the required 
information is recorded on the Tender Opening Record Sheet. The recorded details are 
then validated visually by both staff members 
 
Note that the price envelope is not opened at this stage for a two-envelope submission, 
even if the tender deposit is not present in the main envelope. 
 
A.1.4 Completing the Record Sheet 
 
Once all details have been recorded on the Record Sheet, rule off the form immediately 
after the last entry and both staff members sign the Sheet as indicated, and sign on the 
ruled line. 
 
A.1.5 Late Tenders 
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Late tenders or proposals may be accepted under exceptional circumstances. The time 
the tender was received should be recorded on the envelope and the fact that the tender 
was received late should be noted in the first correspondence back to the tenderer. Do 
not open late tenders, for example a tender received at 4.01pm. Record the time of 
receipt on the envelope and the Project Manager and notify the Project Sponsor/Unit 
Manager. Return the tender promptly to the tenderer together with the standard covering 
letter advising the tender was late and could not be considered. 

 
A.1.6 Tenders not Received in Tender Box 
 
Tenders received via mail will be accepted if they are clearly postmarked prior to tender 
closing time/day. Tenders received and clearly identified as a tender are not to be opened 
by the Mail Room, but are to be forwarded to the appointed Contact Centre staff member, 
who will process as appropriate. 
 
Facsimile tenders will be accepted only if allowed for in the Request for Tender. 
 
Tenders sent by courier, or tenders too large for the tender box will be accepted if they 
are clearly receipted prior to tender closing time/day. 
 
A.1.7 Opening Two-envelope Submissions 
 
Opening two-envelope tenders submitted electronically requires the use of two keys – 
one to open the attributes ‘envelope’ and the other to open the price ‘envelope’. 
 
For tenders closing in the physical tender box, the outer envelope for a two-envelope 
submission should contain an inner envelope entitled ‘Price Envelope includes Form of 
Tender and Schedule of Prices’. This inner envelope is not opened until after the non-price 
attributes have been evaluated. 
 
Only record the information relating to the name of the tenderer, address, deposit and 
the presence of the second envelope at tender opening. 
 
Note that this Record Opening Sheet requires date and time of opening to be recorded 
separately for each envelope. 
 
A.1.8 Price Envelope 
 
Keep the price envelopes with the original Record Opening Sheet in secure storage until 
such time as the non-price attributes for all tenderers have been evaluated. Only after the 
Attribute Grading Sheet has been completed for the non-price attributes, printed out and 
time stamped is the price envelope opened. 
 
Record the date and time of opening the price envelopes on the Opening of Tenders 
Record Form. 
 
A.1.9 Incorrectly Presented Tenders 
 

Formatted: Font color: Accent 2, Strikethrough

Commented [GC18]: 6.8.5 says fax tenders will not be 
accepted 

Commented [GC19]: What does this mean? 
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If there is any breach of the tender requirements (for example no price envelope, no 
deposit cheque) the tender may be invalidated. Record such breaches in the 
Project/Contract file and advise the Project Sponsor/Unit Manager. 
 
A.1.10 Price in Outer Envelope for Two-envelope Submission 
 
If the price information is included in the outer envelope in a two-envelope submission, 
or the second inner envelope is not present, immediately replace all information in the 
outer envelope, reseal it and note on the Record Sheet that the tender was submitted in 
one envelope only. 
 
Inform the Project Sponsor/Unit Manager and contact the tenderer and invite them to 
reopen their tender in the company of two persons who are not involved in the evaluation 
process, to take out all price information and enclose it in a second envelope and then 
reseal the envelopes. 
 
This retains the integrity of the evaluation process without disadvantaging any party. 
 
A.1.11 Checking Tenderer’s Identity 
 
Many tenderers submit tenders in a trading name. Ensure that the tenderer is prepared 
to enter into the contract in the name of a legal entity. If the contract is entered into with 
a tenderer in their trading name rather than their legal identity, there will be no security 
in the case of default. This equally applies if two tenderers submit a joint venture tender. 
 
A.1.12 Tenders Evaluated by a Consultant 
 
Seal tenders to be evaluated by consultants together with the Record Opening Sheet in an 
envelope and send by courier to the consultant for evaluation. 
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APPENDIX B 
 
Tender Criteria/Attributes 
 

For example 
 Consultant Engineers 
 Project Management 
 IT Systems 
 Management Consultants 
 Planning Consultants 
 

For example 
 Maintenance 
 Water and Drainage assets 
 Parks 
 Building Services 
 

For example 
 Community Assistance 
 Recreational Programmes 
 Cultural Performances 

 
RELEVANT EXPERIENCE 
 
Definition: The tenderer’s previous experience in technical areas comparable to this project 
 
 
Consider those tenderers who 
have: 
 Recent experience 
 Local knowledge 
 Systems knowledge 
 Referees 
 Reference site/s 
 Working relationships with 

the Council  
 Knowledge of policy and 

procedures 
 

 
Consider those tenderers who 
have: 
 Previous experience in 

technical areas 
comparable to this project 
- size 
- scope 
- deliverables 
- local knowledge 

 Referees 
 Reference site/s 
 Record of completing 

projects to the quality 
standards required, on 
schedule and on budget. 

 Achievement of 
performance criteria 

 Previous Council projects  
 Methodology 
 Communications 
 Deliverables 

 
Consider those tenderers who 
have: 
 Previous experience in 

areas comparable to this 
project - Council, Ministry 
of Education and/or other 
organisations. 

 Recent experience 
 Local knowledge 
 Referees 

Audit and Risk Committee - Information Reports

75



South Taranaki District Council 
Procurement Manual V4.0 Section 7: Appendices 
 

Page 59 of 62 
 

TRACK RECORD 
 
Definition:  The tenderers record of completing projects to the quality standards required, on 

schedule and within budget 
 

 
 Recent experience 
 Time, quality and cost of 

the project 
 Achievement of 

performance criteria 
 Projects completed for the 

Council  
 

 
 Recent experience 
 Time, quality and cost of 

the project 
 Achievement of 

performance criteria 
 Projects completed for the 

Council  
 

 
 Recent experience 
 Time, quality and cost of 

the project 
 Achievement of 

performance criteria 
 Projects completed for the 

Council  
 

 
 
TECHNICAL SKILLS 
 
Definition:  Competence of the personnel that the tenderer proposes to use, with particular 

regard to their skills and experience in technical areas comparable to the project 
 
 
 Project manager 
 Design manager 
 Site manager 
 Technical specialists 

- relevant experience  
- local experience 
- availability 
- prototyping 

 Support personnel - 
resources (human) for 
backup 

 Availability 
 Commitment 
 Working with the Council  
 

 
 Senior managers 
 Project manager/site 

manager 
 Technical 

specialists/design 
manager/other personnel 
availability 

 Support personnel - 
resources (human) for 
backup 

 Working relationships with 
the Council 

 Safety supervisor 
 

 
 Project manager 
 Senior management 

experience 
 Technical specialists: 

- tutor experience 
- facility management 
experience 
- local experience 
- availability 

 Support personnel - 
resources (human) for 
backup 

 Working relationships with 
the Council 

 
Note:  Some tenderers put forward people with extensive qualifications and experience who never 

work on the actual project. Requesting a statement of availability, commitment and current 
projects of each person nominated eliminates the use of ‘ghosts’ in the tender process.  
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MANAGEMENT SKILLS 
 
Definition:  The availability within the tenderer’s organisation of personnel with appropriate 

management skills, together with effective management systems and methods 
appropriate to the successful management of the project. 

 
 
 Senior managers: 

- location 
 - availability 
 Financial management 

- invoicing 
- audit 
- resources 

 - cost management 
 Management systems: 

- time and cost project 
management 

    - local technical/financial/ 
staff 

  -  management experience 
 OS and H Plan and 

compliance with HSW Act 
2015 

 Internal systems 
- process 

 -   audit 
    - QA, ISO or other 
    management support 
 NZQA accreditation 
 

 
 Company structure 
 Company profile 
 General manager 
 Divisional manager 
 Financial management 

 - invoicing 
  - audit 
  - resources 
  - cost management 
 Management systems: 

 - time and cost project 
management 

  - local technical/financial/ 
staff 

   - management experience 
 Office facilities: 

- Location/address 
 Communication facilities: 
  -  Telephones 
  -  Faxes 
  -  Cell phones 
 OS and H Plan and 

compliance with HSW Act 
2015 

 Internal Systems 
      -  process 
      -  audit 
      - QA, ISO or other 

management support 
 NZQA accreditation 

 
 OS and H Plan and 

compliance with HSW Act 
2015 

 Internal systems 
- process 
-  audit 

 NZQA accreditation 

 
METHOD OF SERVICE DELIVERY 
 
 Programmes offered 
 Community consultation process 
 Community accessibility and opportunities 
 Outcomes being targeted 
 Technology transfer 
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METHODOLOGY 
 
Definition:  The procedures the tenderer proposes to use to achieve the end result 
 Communications 
 Deliverables 
 Intellectual Property of:  

- the Council 
 - Tenderer 
 

 Programme 
 Reporting and frequency 
 Quality system 
 Financial Management systems 

 
RESOURCES - PLANT, EQUIPMENT, MATERIALS 
 
Definition:  The equipment, including facilities and intellectual property, which the tenderer 

proposes to use in a physical works project. 
 Hardware 
 Software 
 Relevant Documentation 
 Intellectual property of: 
     -  the Council  
     -  Tenderer 
 
PRICE 
 
Definition: The payment/s that would have to be made by the Council in respect of the 
Contract. 
 
 Pricing 
     -  lump sum? 
     -  time and materials 
 Escalation details 
 Development 
     -  hours 
     -  cost 
 Support 
     -  hours 
     -  cost 
 Potential contract 

variations 
 

 
 Pricing 
     -  lump sum? 
     -  time and materials 
 Escalation details 
 Development 
     -  hours 
     -  cost 
 Support 
     -  hours 
     -  cost 
 Potential contract 

variations 
 

 
 Projections 
 Indicative costs 
     -  lump sum? 
     -  time and materials 
 Revenue expected 

 
HEALTH AND SAFETY 
 
For contracts where Health and Safety risks are assessed as high, and where sufficient importance is 
required to be drawn to the specific health and safety outcomes desired, then this may be included as 
a separate non-price attribute and weighted accordingly against other attributes. The Health and 
Safety Attributes are to be developed specific to the contract. In these cases seek the advice of a 
Health & Safety Advisor or the Group Manager Engineering Services. 
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APPENDIX C 
 
Standard Form Contracts used in New Zealand 
 
NZS 3910:2013 – Conditions of contract for building and civil engineering construction – build 
only. This standard form is widely used for infrastructure physical works where the contractor 
constructs the works in accordance with the design provided by the engineer. Published by 
Standards New Zealand (www.standards.co.nz).  
 
NZS 3915:2005 – Conditions of contract for building and civil engineering construction (where no 
person is appointed to act as engineer to the contract). This standard form is used in situations 
where the purchaser administers the contract directly. The intent and content of this Standard is 
aligned with NZS 3910:2013. Published by Standards New Zealand (www.standards.co.nz).  
 
NZS 3916:2013 – Conditions of contract for building and civil engineering – design and construct. 
Similar to NZS 3910:2013, adapted for use where the contractor is responsible for design and 
construction. Published by Standards New Zealand (www.standards.co.nz).  
 
NZS 3917:2013 – Conditions of contract for building and civil engineering – fixed term. Suitable 
for repair, maintenance or renewal works, this standard essentially replaces Appendix C of NZS 
3910;2003. Published by Standards New Zealand (www.standards.co.nz).  
 
NEC3. This international standard form includes a suite of standard contracts covering both 
construction and professional services. The NEC3 contracts are designed to support a more 
collaborative approach to procurement than is the case with more traditional standard forms. 
Published in the UK by NEC (www.neccontract.com). 
 
Conditions of Contract for Consultancy Services (2005) – (CCCS). This standard form is widely used 
for engineering consultancy services. It was developed jointly by the Auckland Regional Contracts 
Group (ARCG) and the Association of Consulting Engineers New Zealand Inc (ACENZ). Published 
by ACENZ (www.acenz.org.nz). 
 
Customised. Should the situation require a specialised long form contract for which none of the 
above are suitable, then there is a need to “custom build” a contract document. Seek specialist 
advice in this type of situation. 
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6. Resolution to Exclude the Public 
 

THAT the public be excluded from the following parts of the proceedings of this meeting, 
namely: 

 
The general subject of each matter to be considered while the public is excluded, the reason for 
passing this resolution in relation to each matter, and the specific grounds under section 48(1) of 
the Local Government Official Information and Meetings Act 1987 for the passing of this 
resolution are as follows: 
 

 General subject of each 
matter to be considered 

Reason for passing this 
resolution in relation 
to each matter 

Ground(s) under section 48(1) for 
the passing of this resolution 

 

 1. Confirmation of 
Minutes 22 August 
2022 

Good reason to 
withhold exists under 
Section 7. 

That the public conduct of the 
relevant part of the proceedings of 
the meeting would be likely to 
result in the disclosure of 
information for which good reason 
for withholding exists. 
Section 48(1)(a) 

 2. Quarterly Risk 
Management Status 
Report 

 3. Quarterly Internal 
Audit Status Report  

 4. Health and Safety 
Report Period 1 June to 
31 August 2022  

 5. Privacy Breach Update 
(June-August 2022) 

 6. Quarterly Cyber 
Security Report 

 7. Committee Discussion 

 
This resolution is made in reliance on sections 48(1)(a) of the Local Government Official 
Information and Meetings Act 1987 and the particular interest or interests protected by section 7 
of that Act, which would be prejudiced by the holding of the relevant part of the proceedings of 
the meeting in public are as follows: 
 

Item No Interest 

1 Enable any local authority holding the information to carry on, without 
prejudice or disadvantage, negotiations (including commercial and 
industrial negotiations) (Schedule 7(2)(i)). 

2,3,4,5,6 Maintain the effective conduct of public affairs through the protection of 
members or officers or employees of the Council, and persons to whom 
Section 2(5) of the Local Government Official Information and Meetings 
Act 1987 applies in the course of their duty, from improper pressure or 
harassment (Schedule 7(2)(f)(ii)). 

7 Is to protect the privacy of natural persons, including that of deceased 
natural perons (Schedule 7(2)(a)) 
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