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[bookmark: _Toc233118106]NSW Government procurement template

	Title
	Negotiation report

	Owner
	NSW Procurement, Capability & Governance[footnoteRef:1] [1:  mailto:nswbuy@customerservice.nsw.gov.au] 


	Location
	buy NSW



	This report shows what you achieved, how you achieved it, and why decisions made during negotiation are reasonable and defensible. 
This document is a guide only. Any approach to market should be structured around the specific project objectives of the procurement.
· If you’re buying on behalf of a NSW Government agency, you must check whether there’s an agency specific template you need to use.
· User instructions and guide notes are provided throughout this document to assist users in preparing the report, such as formulating text in accordance with their project; and retaining or deleting optional clauses as applicable. All user instructions and guide notes including this cover page should be deleted after they have been considered/completed. 
· Contents page and page numbers may need to be updated.
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	Last modified
	23 June 2026

	Version 
	1.0

	Modified by
	Capability & Governance

	Modifications made
	New template applied

	Accessibility
	Checked
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Negotiation Report 

	RFx
	[Number] – [Name]

	Issue date
	

	Document number
	[Record Number]



[bookmark: _Toc233118108]Contact details
	Name
	

	Position
	

	Business Unit
	

	Division
	

	Phone
	

	Email
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[bookmark: _Toc233118109]Introduction
[bookmark: _Toc233118110]Objective
The purpose of this post negotiation review is to document the outcomes of the negotiations for [RFx # and Name] and analyse areas for potential improvements for future negotiations. 
[bookmark: _Toc233118111]Contract information and parties
	Organisations taking part in the negotiation

	

	


[bookmark: _Toc233118112]Participants and authority
[bookmark: _Toc233118113][Insert Agency]
[Insert agency] was represented by the following participants.
	Name
	Title 
	Role 

	Name
	Job Title, Organisation
	Chief Negotiator

	Name 
	Job Title, Organisation
	Secretariat

	Name 	
	Job Title, Organisation
	Observer


[bookmark: _Toc233118114]Supplier
The supplier was represented by the following participants
	Name
	Title 
	Role 

	Name
	Job Title, Organisation
	Chief Negotiator

	Name 
	Job Title, Organisation
	Secretariat

	Name 	
	Job Title, Organisation
	Observer




[bookmark: _Toc233118115]Location and duration
Logistics for the negotiations were as follows.
	Location of Negotiations
	

	Negotiation start date
	

	Negotiation end date
	

	Number of meetings
	

	Date of meetings 
	


[bookmark: _Toc233118116]Probity
Were there any probity concerns with the negotiation? 
☐  Yes
☐  No
If so please outline the issues and comment and how they were mitigated.
	Concerns
	Mitigations

	
	

	
	

	
	





[bookmark: _Toc233118117]Outcome of negotiations
[bookmark: _Toc233118118]Benefits obtained
The following benefits obtained as a result of the negotiations
	


[bookmark: _Toc233118119]Our objectives
The negotiations produced the following outcomes to our objectives
	Objective
	Outcome

	
	

	
	

	
	


[bookmark: _Toc233118120]Concessions
The following concessions were granted as part of the negotiations. 
	


[bookmark: _Toc233118121]Review of negotiations
Following the completion of negotiations the team has reviewed the negotiation process to analyse what worked well and what didn’t work.  These results should be shared to trigger improvements in future negotiations.
[bookmark: _Toc233118122]What worked well
	


[bookmark: _Toc233118123]What didn’t work
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