
Procurement evaluation checklist template

Please use this template when evaluating your procurement. The questions listed are examples only, please edit as required.

	Procurement process
	Evaluation considerations
	Yes
	No
	Not sure
	Comments

	Was the procurement efficient?
	Did you write a procurement plan?
	
	
	
	

	
	Were procurement decisions made in an accountable and clear way?
	
	
	
	

	
	Was the purpose of the procurement defined?
	
	
	
	

	
	Has the service considered the capacity for this procurement to achieve better results, using the same resources?
	
	
	
	

	
	Was the purpose of the procurement aligned with the strategy of the service?
	
	
	
	

	
	Was the procurement completed on time and on budget?
	
	
	
	

	Was the procurement economical? 
	Were the goods’ whole of life costs considered and found to be appropriate?
	
	
	
	

	
	Were the costs associated with delivery considered and found to be appropriate?
	
	
	
	

	Was the procurement effective?
	Does the procurement allow the flexibility for possible service changes over the next year?
	
	
	
	

	
	Does the procurement seek to achieve/advance government policy objectives?
	
	
	
	

	
	Were the stakeholder’s priorities satisfied?
	
	
	
	

	
	Has the procurement achieved it’s intended purpose?
	
	
	
	

	
	Are the procured goods fit for purpose?
	
	
	
	

	
	Are procured goods of good quality?
	
	
	
	

	
	Has the procurement had a positive effect on the community and service users?
	
	
	
	

	
	Has the procurement allowed an increase in service provision, reduced waitlist times, and optimised stock levels?
	
	
	
	

	
	Are service providers trained on how to use the products procured?
	
	
	
	

	
	Do the procured goods make service providers work easier?
	
	
	
	

	
	Has feedback from stakeholders been gathered and documented?
	
	
	
	

	
	Is data being collected to track use of products?
	
	
	
	

	Was the procurement equitable and ethical?
	Was the performance history of each supplier considered and found appropriate?
	
	
	
	

	
	Will the goods procured be used without creating negative impacts for service users, service providers and the natural environment?
	
	
	
	

	
	Where possible, were products made from locally available materials, or products able to be repaired locally, procured?
	
	
	
	

	
	Overall, does the procurement help service sustainability?
	
	
	
	

	
	Will the procured goods last for the required period of time?
	
	
	
	

	Overall comments

	What was done well in this procurement?
	


	What can be improved in the next procurement?
	

	Other comments
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This template has been adapted from the Victorian Government Purchasing Board, Value for money evaluation checklist template – Goods and services, December 2018
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