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Request for Tender – Consultant
Residential design, technical or advisory services
	DELETE BEFORE ISSUE: Use this template to invite and evaluate tenders from architects, building designers, engineers or other consultants on an Australian residential project. Adapt it to the project, the building contract and the requirements that apply in the relevant state or territory — including the National Construction Code (NCC), local planning scheme and Security of Payment / Building Industry Fairness legislation. It does not replace legal, design, engineering, certification, quantity surveying or other professional advice. Delete all italicised guidance and “DELETE BEFORE ISSUE” boxes before the document is issued to tenderers.


1. Invitation and project overview
	DELETE BEFORE ISSUE: Capture the basic project and administrative details a consultant needs to decide whether to tender and to price accurately. Give tenderers enough lead time to respond — for a single residential consultancy (e.g. structural engineering or an energy report) 1–2 weeks is often enough, but allow 2–3 weeks or more for a full architectural or building design brief. State whether enquiries must be in writing to preserve a fair and transparent process.



	Client / principal
	e.g. Jane and Michael Smith, or ABC Developments Pty Ltd

	Project name
	e.g. New Residence – 24 Banksia Court, Buderim

	Site address
	e.g. 24 Banksia Court, Buderim QLD 4556 (Lot 12 on DP 123456)

	Consultancy discipline
	e.g. Architect, Building Designer, Structural Engineer, Civil/Hydraulic Engineer, Bushfire Consultant, Energy Assessor, Land Surveyor

	Tender reference
	e.g. PEM-2026-014

	Issue date
	e.g. 3 September 2026

	Tender closing date and time
	e.g. 17 September 2026, 5:00pm AEST

	Contact for enquiries
	e.g. name, phone and email of the project manager or principal

	Project background and objectives
	e.g. Single-storey four-bedroom home on a sloping, bushfire-prone lot; DA lodgement targeted for Q1 2027




2. Site and project information
	DELETE BEFORE ISSUE: This checklist confirms tenderers have enough site information to scope and price the work realistically. For Australian residential sites this typically includes planning controls from the relevant Local Environmental Plan or Planning Scheme, overlays such as bushfire prone land, flood planning levels, heritage or vegetation overlays, easements and any known contamination. Reference existing reports (e.g. geotechnical, survey, contour and detail plan, arborist).




	Check
	Item / requirement
	Notes, evidence or action

	☐
	Site title / property information provided where available
	

	☐
	Planning, zoning, overlays or constraints identified for tender purposes (e.g. bushfire, flood, heritage, easements)
	

	☐
	Existing surveys, reports and investigations listed (e.g. contour survey, geotechnical, arborist)
	

	☐
	Existing buildings, services and access constraints described
	

	☐
	Indicative budget, programme and procurement approach stated
	

	☐
	Known approvals pathway and relevant authority interfaces described (e.g. council DA, private certifier, complying development)
	








3. Required scope of services
	DELETE BEFORE ISSUE: Break the brief into the stages relevant to the discipline being tendered. A typical residential design pathway runs Concept Design → Design Development → Town Planning / DA → Construction Documentation → As-Built Documentation, while advisory disciplines (e.g. geotechnical, bushfire, energy rating such as NatHERS or BASIX) may only need a single-stage scope. For each stage, state the deliverables expected (drawings, specifications, reports, certificates) and any meetings the consultant must attend, and be explicit about what is optional or excluded so pricing is comparable across tenderers.



	Stage / service
	Required activities
	Deliverables
	Meetings / attendance
	Optional / excluded

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Coordination and responsibilities
	DELETE BEFORE ISSUE: Map the interfaces between disciplines so nothing falls through the gap between, say, the building designer and the structural or hydraulic engineer. Note information each consultant needs from others and the hold points where design cannot proceed until it is received (e.g. structural engineer requires an architectural set at Design Development before footing design can start). Include the interface with the certifier or Principal Certifying Authority (PCA) responsible for NCC Class 1a compliance sign-off, and with the builder once a contract is awarded.



	Interface / discipline
	Consultant responsibility
	Information required from others
	Timing / hold point

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. Tender submission requirements
	DELETE BEFORE ISSUE: Standardise what every tenderer must submit so responses can be compared fairly. For Australian residential consultants, expect evidence of current registration where applicable (e.g. state Architects Registration Board, Board of Professional Engineers Queensland or equivalent, NER with Engineers Australia, surveying boards), professional indemnity insurance (commonly $1–$2 million cover for residential-scale work), public liability insurance, and a valid ABN with GST registration status. Ask for named personnel and their availability, not just company credentials, since a small project can suffer badly from a key person being over-committed.



	Check
	Item / requirement
	Notes, evidence or action

	☐
	Proposed methodology and understanding of the brief
	

	☐
	Detailed scope
	

	☐
	Named personnel, roles, availability and relevant experience
	

	☐
	Programme and key information requirements
	

	☐
	Lump sum and/or stage fee breakdown
	

	☐
	Hourly rates for approved additional services
	

	☐
	Reimbursable expenses and disbursement basis (e.g. printing, travel, council fees)
	

	☐
	Required registrations, licences and professional indemnity insurance
	

	☐
	Public liability and other relevant insurance details
	

	☐
	Conflicts of interest and proposed subconsultants
	

	☐
	Assumptions
	

	☐
	Exclusions 
	

	☐
	Departures
	

	☐
	References for comparable Australian residential projects
	

	☐
	Tender validity period (e.g. 60 days)
	

	☐
	Proposed terms of engagement and requested amendments
	


6. Fee schedule
	DELETE BEFORE ISSUE: Have tenderers break fees down by stage so progress payments can be tied to deliverables — this also makes the schedule easier to align with staged/progress claims. Separate fixed fees from hourly rates for out-of-scope work, capture disbursements (printing, travel, council and search fees) separately, and always show GST (10%) as its own column rather than folded into the total.



	Stage / service
	Fixed fee ($)
	Estimated hours
	Hourly rate ($)
	Disbursements ($)
	GST ($)
	Total ($)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


7. Evaluation criteria
	DELETE BEFORE ISSUE: Set out how tenders will be scored before they are received, and keep criteria objective and consistent so the process is defensible. A typical residential-scale weighting might be price 40%, relevant experience and references 25%, proposed methodology and understanding of the brief 20%, and team availability/programme fit 15% — adjust to suit the project. Note where in each tender response the evaluator should look for evidence against each criterion.



	Criterion
	Weighting
	Tenderer response 
	Evaluator notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8. Conditions of tender
	DELETE BEFORE ISSUE: This note will help protect the client's ability to clarify, negotiate, shortlist or decline tenders without creating an unintended contract. 


The client may clarify, negotiate, accept or decline any tender as part of the assessment process. Submitting a tender does not create a contract, and no appointment should be assumed until a written agreement is signed. The client may request further information if needed. Final terms, including intellectual property, confidentiality, reliance, liability and termination, will be confirmed in the written agreement with appropriate legal advice.
9. Tenderer declaration
	DELETE BEFORE ISSUE: This declaration creates a clear, signed record of who submitted the tender and on what basis — useful if there is a later dispute about scope or price. Confirm the tenderer's ABN against the Australian Business Register, and ask that insurance and registration certificates, referee details and any priced schedules be attached rather than merely described.



	Tenderer legal name / ABN
	e.g. Smith Architecture Pty Ltd, ABN 12 345 678 910

	Authorised representative
	e.g. full name and position

	Signature / date
	Signed and dated by the authorised representative

	Tender validity
	e.g. 60 days from the closing date

	List of attachments
	e.g. fee schedule, CVs, PI insurance certificate, registration certificate, references
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