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Dear [Tender Company Name], 
 
RE:Request for tender of Strata Management Services 
 
We are writing to you as the Strata Committee of the above Scheme on behalf of the Owners Corporation to seek a tender submission for the provision of strata management services for the above Scheme, for a 3 year period (renewable) as detailed in this letter. 
 
Responses to this Request for Tender will be evaluated by some members of the Strata Committee, for consideration to be presented at a future strata committee meeting. Shortlisted companies may be requested to attend a meeting of the committee to answer questions. 
 
The Owners Corporation requires a strata management services provider with extensive experience and professional qualifications. Companies failing to satisfy the requirements or minimum eligibility criteria will not be considered. Submissions will be assessed on the following criteria: 
 
a. Demonstrated strata management knowledge, expertise, experience and track record 
b. Experience, ability and accessibility of key personnel 
c. Approach and proposed methodology of managing the strata management services  
d. Price 
 
Tenderers that do not have satisfactory financial management, accounting, and computing systems may be excluded from consideration. 
 
The above is only a summary of the evaluation process and other factors may be taken into account in the selection of the successful tender. The lowest or any Tender may not necessarily be accepted. Tenderers bear their own costs in relation to the Tender Submission. 
 
Should you require to view the property, you can contact the Building Manager, who will arrange a date and time for you.  
 
Questions or clarifications may be made up to and should be submitted to the Secretary, Owners Corporation XXXXX by email. 
 
Tenders close <TIME AND DATE> and are to be submitted according to the instructions provided 
 
Yours Sincerely 
 
NAME 
 
 


1. ABOUT OUR BUILDING  
 
PROPERTY INFORMATION  
	Strata Plan  
 
	 
 

	Name of Building 
 
	 
 

	Property Address 
 
	 
 

	Number of units/lots 
 
	 
 

	Facilities Included 
 
 
	· Lifts 
· Pool 
· Gymnasium 
· XX 
 


 
HISTORICAL INFORMATION  
	 
 

	 
 

	 
 

	 
 

	 
 


 
CURRENT MATTERS 
	 
 

	 
 

	 
 

	 
 

	 
 


 
TENDER SUBMISSION 
	Number of years  
 
	Minimum [X] year contract 
 

	Tender due  
 
	Time and date 
 

	Email submissions 
 
	Email address 
 

	Hard copy submissions 
 
	Postal address 
 

	Inclusions  
 
	1. Request for Tender Submission Document   
2. Scope of Services Document 
3. Sample documents as listed in RFT 
4. Any other relevant information 
 
 


 
CONTACT INFORMATION 
	Strata Committee Representative  
 
	 
 
 

	Position 
 
	 
 

	Contact details  
 
	 
 


 
	Building Management Company 
 
 
	 
 
 

	Building Manager Name 
 
	 
 
 

	Contact details  
 
	 
 
 


 
 
1. REQUEST FOR TENDER SUBMISSION DOCUMENT 
 
COMPANY PROFILE 
	Trading Name  
 
	 
 

	Address 
 
	 
 

	Phone 
 
	 
 

	Email 
 
	 
 

	ABN 
 
	 
 

	Year established 
 
	 
 

	Ownership structure  
 
	 
 


 
CORPORATE INFORMATION 
	NSW License Number 
 
	 
 

	Licensee in Charge 
 
	 
 

	SCA Membership 
 
	 
 

	Public Liability Insurance 
 
	 
 

	Professional Indemnity Insurance 
 
	 
 


 
COMPANY EXPERIENCE WITH SIMILAR BUILDING PROFILE 
Please provide details of previous experience managing strata schemes of similar size and complexity to our building.   
 
	Name of Building 
 
	Suburb 
 
	Number of Lots 
 
	Number of years under management 
 

	 
 
	 
 
	 
 
	 
 

	 
 
	 
 
	 
 
	 
 

	 
 
	 
 
	 
 
	 
 


· What is your approach to managing properties of our size?  How does this differ to smaller properties?  
 
POINTS OF DIFFERENCE- 5 REASONS TO CHOOSE YOU 
Please give us at least five reasons you are different to other companies operating in the market.  
 
	1.
 

	2.  
 

	3.  
 

	4.  
 

	5.  
 


 
TECHNOLOGY  
Please provide details of your IT infrastructure, how information is stored and backed up, redundancies in case of disaster and any future plans to enhance your systems to provide better service to clients.  
 
	Strata Management Software  
 
	 
 

	Accounting Software 
(if different to above) 
 
	 
 

	Document Management Software 
 
	 
 

	Owner Portal access  
 
	Yes     /     No Name: 
 

	Mobile App  
 
	Yes     /     No Name: 
 

	Other online services 
 
	 
 


 
CUSTOMER SERVICE CHARTER 
Provide details of service level and expected response times to emails and phone calls.  
 
	Response time to telephone calls  
 
	 
 

	Response time to acknowledgment emails 
 
	 
 

	Response time to other written (non-email) correspondence 
 
	 
 

	Timeframe to prepare minutes of meetings 
 
	 
 

	 
 
	 
 


 
RELATIONSHIP STRUCTURE / WHO TO CONTACT 
Please provide details of what the relationship structure looks like, what support is provided to the strata manager and points of escalation.  
 
	Number of staff available to answer queries 
 
	 
 

	General queries 
 
	 
 

	Financial queries 
 
	 
 

	By Law queries 
 
	 
 

	Meeting queries 
 
	 
 

	Complaints 
 
	 
 


 
KEY PERSONNEL  
Please provide details of the strata manager to be assigned to our property if you are successful and contingency / back-up for this person if they are on leave or away from the office. Please also provide details of the support the manager has available to them.  
 
FINANCES 
Please provide details of your finance capabilities and the person assigned to our property to manage the finances, their role and how they interface with the strata manager.  
	 


 
· How do you manage outstanding levies and the debt collection process? 
	 


 
· What bank do you use and what style of account is used?  Who manages the investment of surplus funds and how is this managed?  
	 


 
· How often are supplier invoices paid?  
	 


· What options do owners have for payment of levies?  
	 


 
FEE STRUCTURE 
 
	Place an ‘x’ 
	Inclusions 

	 
	Rebate all insurance commissions 

	 
	Record keeping of the scheme 

	 
	Maintain the strata roll 

	 
	Affix the common seal 

	 
	Update owner and tenant information 

	 
	Appointment of insurance broker 

	 
	Liaise with insurance broker 

	 
	Arrange insurance valuations 

	 
	Provide instructions for renewal of insurances 

	 
	Routine insurance claims 

	 
	Preparation, attendance and minutes for AGM 

	 
	Act as Chairperson for meetings (if required) 

	 
	Issue levy notices quarterly 

	 
	Accrual accounting 

	 
	Tax return preparation (excl. lodgement) 

	 
	Audit preparation & queries 

	 
	Budget preparation 

	 
	Bank receipts and reconciliations 

	 
	3rd party invoicing to retail lots quarterly in accordance with bylaws 

	 
	Term deposit renewals - 4 annually 

	 
	Preparation of quarterly BAS statement 

	 
	Payment of routine invoices 

	 
	By-law management - stages 1 & 2 

	 
	Compliance management for fire, lifts, windows and pools 

	 
	All disbursements for carrying out the agreed services are included in the Fixed Disbursement fee 

	Place an ‘x’ 
	Exclusions 

	 
	Attendances after 8pm or before 8am Monday to Friday 

	 
	Mediation, Tribunal attendances 

	 
	Non-routine insurance claims (where an assessor is appointed) 

	 
	Non-routine correspondence 

	 
	Bylaw Notices to Comply 

	 
	Liaising with solicitors  

	 
	Liaising with consultants on major projects 

	 
	Defects management 

	 
	Organising maintenance and repairs 

	 
	General meetings in addition to the AGM 

	 
	Levy recovery (costs charged to owners) 

	 
	Contractor WHS compliance management 


 
 
 
 
image1.png
MECORMACKS

STRATA MANAGEMENT





