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Engaging Approved Contractors
Council Considerations at Each Stage of the Process
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Engaging Approved Contractors

Direct Engagement

Notice of Participation

Request for Quote (RfQ)

• If permitted by your council's Procurement Policy

• Include the contract number on the purchase order e.g. LGP1208-4

• Always check with your procurement team first

• Indicates to all suppliers on the contract that when Council places an
 order with them, that order is under the applicable LGP contract 
 unless the council notifies otherwise in writing.
• Useful for small, regular or ad-hoc purchases where a quote may not

be required e.g. fuel, stationery
• Downloadable from LGP website
• Doesn’t commit council to the use of contract or supplier
• Include contract number across all documentation for reporting 

purposes.

• For a specific project e.g. consulting project, or:

• For regular supply of a product e.g. water treatment chemicals.

• Best to use VendorPanel to ensure probity and keep a clear audit
trail of the process.

• How many quotes? Be guided by your procurement policy.

Options for Engagement
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Engaging Approved Contractors
Selecting LGP Contract and Approved 
Contractors in VendorPanel

Select “Local Government Procurement Lists”

How to login to the LGP 
website & VendorPanel

https://youtu.be/EYPurutfp8A
https://youtu.be/EYPurutfp8A


Engaging Approved Contractors
Selecting LGP Contract and Approved 
Contractors in VendorPanel

You will see the full list of 
LGP’s panels displayed. 
Left column shows the 
total number of 
Approved Contractors 
and their information 
(supplier level), and the 
right shows the 
corresponding contract 
documents (panel level).

Panel Level

How to locate contract 
and contractor 
information on 
VendorPanel

Pricing Schedule
Subcontractors
Qualifications and licenses
Demonstrated experience
Insurances
WH&S Schedule
Plant and depot Schedule
Regions serviced

Standing Offer Deed
Specifications
Terms and Conditions
Purchasing Thresholds
List of Contractors with 
an amended Deed
RFQ Template
Buyers Guides for select 
contracts

Supplier Level

https://youtu.be/zM77IYlPn-Y
https://youtu.be/zM77IYlPn-Y
https://youtu.be/zM77IYlPn-Y
https://youtu.be/zM77IYlPn-Y


Engaging Approved Contractors
Selecting LGP Contract and Approved 
Contractors in VendorPanel

Each Approved Contractor's 
information is listed on their 
individual profile at the Supplier 
level.

Supplier Level Panel Level

Tip: Use the request for 
quotation template to 
assist with structuring 
your RFQ.

The Contract documents are 
available to view and download 
at the Panel level.



Engaging Approved Contractors
Running an RFQ in VendorPanel

VendorPanel Go-to-
Market - Request & 
Responses Guides

Select Create a new 
request to launch the 
request wizard and begin 
by naming your RFQ.

https://vendorpanel.zendesk.com/hc/en-us/categories/7725542431769-Go-To-Market-Requests-Responses
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Engaging Approved Contractors
Running an RFQ in VendorPanel

Select LGP lists, you will see all panels 
broken down by category. Select 
appropriate category, and supplier list(s). 
You will then be directed to select the 
Approved Contractors you want to release 
the RFQ to.

Search for Approved 
Contractors by 
Category

https://youtu.be/lTM4vVueMB0
https://youtu.be/lTM4vVueMB0
https://youtu.be/lTM4vVueMB0


Engaging Approved Contractors
Running an RFQ in VendorPanel

• Being too narrow

• Using internal language

• Focusing on the outcome, not the service

• Selecting too few categories

Common mistakes to avoid when selecting categories

If a supplier would reasonably expect to see this work under a category, 
select it.



Engaging Approved Contractors
Running an RFQ in VendorPanel

Select Approved Contractors to 
send your RFQ to. You can also 
apply filters to the request to 
narrow your search for specifics 
around ISO standards, Modern 
Slavery Risk Ratings, and 
Climate Active: Verified.

How many suppliers should you 
select? Be guided by council’s 
procurement policy.



Engaging Approved Contractors
Running an RFQ in VendorPanel

• Enter specifications and relevant 
details clearly and specifically - avoid 
confusion for suppliers.

• Refer to any applicable:
• Terms and conditions
• Australian Standards, Codes, or 

RMS Standards

• No need to repeat information already 
collected by LGP - check supplier and 
panel levels.

These icons            will help guide 
what information to include in each 
field.



Engaging Approved Contractors
Running an RFQ in VendorPanel

Sample Questions

You can enter any questions you want to 
ask the Approved Contractors, and you 
can make these questions mandatory if 
needed. Also, VendorPanel lets you go 
back into an RFQ after it’s been released 
to add more questions if you need to. 
Suppliers will be notified of these new 
questions by email.



Engaging Approved Contractors
Running an RFQ in VendorPanel

Attach any files relevant to council's 
purchase or project. These documents will 
be made available to Approved Contractors 
when the Request for Quotation (RFQ) is 
released. You may also choose to attach the 
RFQ template, which is available at the panel 
level.



Engaging Approved Contractors
• When to request quotes versus use existing 

supplier pricing

Request quotes when:

Buying in bulk or high-volume
Purchasing services
Buying customised or bespoke items 
Required by Council procurement policy 
thresholds

Tip:  Always check Council procurement policy before relying 
on pricing schedules.

Use existing supplier pricing when:

Buying standard goods
Purchasing the exact item listed in the pricing 
spreadsheet
Prices are current and approved
Items are low value (eg tyres, stationery)



Engaging Approved Contractors
RFQ vs Existing Supplier Pricing - Decision Rule 

Slide takeaway
Off-the-shelf and priced = spreadsheet.

Services, customised, bulk, or policy-driven = quote.

Is it a service, customised item, or bulk/high-volume purchase?
→ Yes → Request a quote
→ No → Go to next question

Is the exact item listed in the supplier pricing spreadsheet with a current price?
→ Yes → Use existing supplier pricing
→ No → Request a quote

Does Council procurement policy require quotes at this value?
→ Yes → Request a quote
→ No → Use existing supplier pricing



Engaging Approved Contractors
Running an RFQ in 
VendorPanel

Indicate whether or not you 
would like Approved Contractors 
to provide a total cost when 
responding. You will need to 
assign an estimated value and 
choose whether or not to 
disclose this to the Approved 
Contractors. Your budgeted value 
is not disclosed to the Approved 
Contractors.



Engaging Approved Contractors
Running an RFQ in VendorPanel

• Set the RFQ open date (when 
suppliers get notified)

• Set the closing date (deadline 
for supplier submissions)

• Estimate how long the 
evaluation will take

• Choose your evaluation 
method (Quick Select or 
Evaluation Matrix)



Engaging Approved Contractors
Running an RFQ in VendorPanel

Finally, you will need to set a cut-off 
period for supplier questions regarding 
your RFQ. Indicate whether or not you 
would like to attach your contact 
details or remain anonymous.

Once those steps are complete, you’re 
ready to post your RFQ to your chosen 
suppliers. Any adjustments made by 
council to the RFQ, questions asked of 
suppliers or questions asked by 
suppliers, will trigger an email 
notification to all parties advising such.



Engaging Approved Contractors
Checking RFQ response activity in VendorPanel

During the RFQ process, you can 
check to see which suppliers have 
read your RFQ and if they have 
indicated whether or not to 
respond.

This will give you an idea of how 
many responses to expect and from 
which businesses.

From the home page click the "View 
Statistics for this request" graph 
icon on your RFQ. A new window 
will open showing you which of the 
selected suppliers have read your 
request and/or responded.



Engaging Approved Contractors
Checking RFQ response activity in VendorPanel

If some suppliers have 
not read your request, 
you might like to 
contact them directly 
to ensure they have 
seen it.

Also, suppliers can 
indicate if they intend 
to respond.

If you click on the “Declined to respond” link it will come up with a box where the supplier 
may have provided a reason why they will not be responding.



Engaging Approved Contractors
Tips

You can’t outsource your risk to LGP - always follow your council’s procurement policy and processes.

Don’t request information from Approved Contractors they’ve already provided during the LGP tender 

process (you can find this at the supplier level. ​)

Focus on what’s specific to your job and don't repeat the standard LGP specifications found at the panel 

level.

Use the LGP RFQ template available at the panel level to keep things consistent.

VendorPanel is your go-to for requesting quotes - it helps keep a clear audit trail of everything.

You can find each supplier’s details under their individual profiles at the supplier level.

Don’t forget to include the LGP contract number (LGPXXX) on all correspondence with suppliers including 

purchase orders.

If you have any questions, feel free to reach out to me or your region’s Business Development Manager - 

we’re here to help!



Helpful LGP Video Tutorials

How to log into the LGP website and VendorPanel

How to apply filters to your RFQ in VendorPanel

How to locate LGP contract and Approved Contractor information in VendorPanel

How to locate council resources on the LGP website

How to quick search suppliers by category in VendorPanel

https://youtu.be/EYPurutfp8A
https://youtu.be/yXRNo6RH7Xs
https://youtu.be/yXRNo6RH7Xs
https://youtu.be/yXRNo6RH7Xs
https://youtu.be/zM77IYlPn-Y
https://youtu.be/7T8u4Ner7zQ
https://youtu.be/lTM4vVueMB0


Who Can Help You at LGP?
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