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Contract Summary  
Provides Sydney CBD/Metropolitan/Outer Metropolitan, 
NSW intrastate, interstate, pre-paid satchels (NSW-wide 
and Australia-wide) and international delivery services. 
Full range of delivery times from high priority to routine 
economy services. Includes additional freight categories 
for special requirements such as: items requiring security 
seals, and computer equipment. 

 

NSW Procurement  

McKell Building 2-24 Rawson Place Sydney NSW 2000 

T 1800 NSW BUY (1800 679 289) 

E nswbuy@services.nsw.gov.au 

I www.nswbuy.com.au 

 

Always ensure you obtain the latest version of the 

contract guide. 

 

Enquiries to 1800 NSW BUY (1800 679 289) or visit the 
website www.nswbuy.com.au 
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Introduction 
This user guide is designed to provide customers with all 
the necessary information needed to utilise Courier 
Delivery Services  

 

NSW Procurement provides a full range of procurement 
services for government agencies and other clients. 
Services include contract management of common use 
contracts. These are period contracts on a rolling one to 
five year renewal cycle for the supply of products and 
services in common use across many agencies. 

 

The Contract is for Courier Delivery Services  for a term 
of three (3) years plus 2 one year extension options. All 
extension options have been exercised with the Contract 
expiring on 30 June 2012 . 

 

This period contract allows users to achieve 
considerable cost savings due to the combined 
purchasing power of the state government. It offers  
value for money including competitive rates, and a 
quality range of services. 
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Section 1 – 
Accessing the 
Contract 
State contracts are established under the authority of the 
State Contracts Control Board and administered by NSW 
Procurement, an office of the Department of Finance and 
Services. 
   
A list of the categories of organisations eligible to 
purchase from the state contracts is given in Section 5 of 
this Guide. Most eligible organisations have already 
registered with NSW Procurement in which case they 
have immediate access to the contracts. 

New Customers 
To register as a new customer, visit 
www.nswbuy.com.au > Purchasing for Government. You 
can either complete the process on line or download and 
complete an application form. Once approved, you will 
be advised of your NSWBUY Identification Number and 
are then eligible to use any of the state contracts 
administered by NSW Procurement. 

 

Phone 1800 NSWBUY (1800 679 289) if you have any 
problems completing your application form or if you wish 
to check your registration status. 

Placing an Order direct with supplier 
Registered state contract users can order goods and 
services direct with the supplier.   

�

By placing an order, an organisation is entering into 
a contract with the supplier and, as a minimum, the 
following information should be included in the 
official order: 

·  Contract Number and Name 
·  Name and address of Supplier and Customer 
·  NSWBUY Identification Number 
·  Customer’s Order Number 
·  Date of Order and Date of Delivery 
·  Item, product code, contract price, quantity and 

any accessories 
 

You need to quote your NSWBUY Identification Number 
each time you purchase from state contracts.  If you are 
unsure of your NSWBUY Identification Number, please 
contact NSW Procurement Client Support Centre on 
1800 NSW BUY (1800 679 289). 

 

Further information on state contracts is also available 

on the website www.nswbuy.com.au 

Placing an Order through smartbuy ® 
Registered customers have the advantage of signing  
up as a smartbuy® user.   

 

Simply visit www.smartbuy.nsw.gov.au, complete the  
e-form in the Buyers section online and submit. Once 
confirmation of the online application is received back 
from your organisation’s authoriser, a LOG IN and USER 
ID will be generated to allow you access to the Search 
and Browse facility of smartbuy®.   

 

The Search and Browse facility allows you to view the 
goods and services listed and compare prices before 
placing an order.  

 

smartbuy® training is available by phoning 1800 NSW 
BUY (1800 679 289). 
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Section 2 – Range of 
Services  
This contract provides door–to–door delivery services to 
a range of geographical locations.  

Sydney CBD, Metropolitan and Outer 
Metropolitan Areas  
Service Delivery Category 1, courier deliveries, the 
following services and delivery times apply. 
 
CBD – Standard Pickup and delivery within 45 

minutes.  For Pushbike 
Service, items must not weigh 
more than 2kg. 

CBD – Express 
 

Pickup and delivery within 20 
minutes.  For Pushbike 
Service, items must not weigh 
more than 2kg. 

Standard Consignment picked up and 
delivered within the following 
3.5 hours from booking. 

Express 
 

Consignment picked up and 
delivered within the following 
2.5 hours from booking. 

Priority Consignment picked up within 
10 minutes of booking.  Priority 
non-stop delivery direct to 
destination.  Phone 
confirmation of delivery and 
signature details provided to 
consignor. 

 
Exceptions for delivery times,  
Australian Post 30 Minutes express within defined zone 
and 45 minutes standard. 

Intrastate Delivery Services 
For Intrastate Deliveries, the following services and 
delivery times apply. Exception times may apply to some 
areas.  Section 3 provides full details of the delivery 
zones that apply to Intrastate services. 
 
Same Day 
 

Pickup and delivery by 4:30pm 
the same day.   

Overnight  Pick up by 4:30pm, delivery by 
9:30am the following morning.   

Routine  
 

Pick up by 4:30pm.  Delivery 
within 2 days. 

 

Interstate Delivery Services 
For Interstate Delivery service, the following services and 
delivery times apply.  Exception times may apply to some 
areas.  Section 3 provides full details of the delivery 
zones that apply to interstate delivery services.  
 
Same Day  Pick up within 30 minutes, 

consignment to be placed on 
the next available flight.  Door-
to-door delivery by 4:30pm 
same day. 

Overnight  Pick up by 4:30pm, delivery by 
9:30am the following morning. 

Routine  
 

Pick up by 4:30pm.  Delivery 
completed within 2 days 

International Delivery Services 
For International Deliveries, the following services and 
delivery times apply. *Exceptions apply. International 
delivery services are divided into six zones: New 
Zealand, USA, Asia, Europe, Asean and Worldwide. 
 
Standard  Delivery within approximately 3 

days.* 
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Delivery Zones 
For the purpose of pricing and servicing this contract, 
zones have been defined as below. Colour coded maps 
of each region are shown on the following pages. 
 
Sydney Metropolitan, Outer Metropolitan, and Intrastate 
Delivery Zones 
 

 
Zone 

 
Regions Are Comprised Of 
Local Government Areas  

 
1 - Sydney 
Metropolitan and 
Outer 
Metropolitan 

Ashfield, Auburn, Bankstown, 
Baulkham Hills, Blacktown, Blue 
Mountains, Botany Bay, Burwood, 
Camden, Campbelltown, Canada 
Bay, Canterbury, Fairfield, 
Hawkesbury Holroyd, Hornsby, 
Hunters Hill, Hurstville, Kogarah, 
Ku-ring-ai, Lane Cove, 
Leichhardt, Liverpool, Manly, 
Marrickville, Mosman, North 
Sydney, Parramatta, Penrith, 
Pittwater, Randwick, Rockdale, 
Ryde, Strathfield, Sutherland, 
Sydney, Warringah, Waverley, 
Woollahra, Willoughby, 
Wollondilly 

2 - Hunter  Cessnock, Dungog, Gosford, 
Lake Macquarie, Maitland, 
Muswellbrook, Newcastle, Port 
Stephens, Scone, Singleton, 
Upper Hunter, Wyong 

3 - Western Bathurst, Blayney, Bogan, 
Cabonne, Coonamble, Cowra, 
Dubbo, Forbes Gilgandra, Greater 
Lithgow, Lachlan, Mid-Western, 
Narromine, Oberon, Orange, 
Parkes, Warren, Warrumbungle, 
Weddin, Wellington 

4 - Northern Armidale Dumaresq, Ballina, 
Bellingen, Byron, Clarence Valley, 
Coffs Harbour, Glen Innes 
Severn, Gloucester, Great Lakes, 
Greater Taree, Gunnedah, Guyra, 
Gwydir, Hastings, Inverell, 
Kempsey, Kyogle, Lismore, 
Liverpool Plains, Moree Plains, 
Nambucca, Narrabri, Richmond 
Valley, Tamworth, Tenterfield, 
Tweed, Uralla, Walcha, 

 

 
 

Zone 
 

Regions Are Comprised Of 
Local Government Areas  

 
5 - Southern ACT, Bega Valley, Bombala, 

Boorowa, Cooma Monaro, 
Eastern Capital City, Eurobodalla, 
Goulburn Mulwaree, Harden, 
Kiama, Queanbeyan, 
Shellharbour, Shoalhaven, Snowy 
River, Upper Lachlan, 
Wingecarribee, Wollongong, Yass 
Valley, Young 

6 - Riverina Albury, Berrigan, Bland, 
Carrathool, Conargo, Coolamon, 
Cootamundra, Corowa, 
Deniliquin, Greater Hume, 
Jerilderie, Murray, Tumbarumba, 
Urana, Wakool, Griffith, 
Gundagai, Hay, Junee, Leeton, 
Lockhart, Murrumbidgee, 
Narrandera, Temora, Tumut, 
Wagga Wagga 

7 - Far West Balranald, Bourke, Brewarrina, 
Broken Hill, Central Darling, 
Cobar Walgett, Wentworth and 
Unincorporated Far West 
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Item 1 
Item 1.1 Sydney CBD Deliveries - Pushbike 
 
Item 1.2 Sydney CBD, Metropolitan & Outer 

Metropolitan Deliveries - Vehicles 
 
Item 1.3 Sydney CBD, Metropolitan & Outer 

Metropolitan Deliveries – Taxi Trucks 
 
Item 2 
Item 2.1 Intrastate Delivery Services – Same Day 
 
Item 2.2 Intrastate Delivery Services – Overnight 
 
Item 2.3 Intrastate Delivery Services – Routine 
 
Item 2.4 Intrastate Delivery Services – Routine 

Pallets 
 
Item 3 
Item 3.1 Interstate Delivery Services – Same Day 
 
Item 3.2 Interstate Delivery Services – Overnight 
 
Item 3.3 Interstate Delivery Services – Routine 
 
Item 4 
Item 4.1 Pre-Paid Satchels 
 

 
Item 5 
Item 5.1 International Delivery Services – Documents 
 
Item 5.2 International Delivery Services – Non - 

Documents 
 
Item 6 
Item 6.1 Items Requiring Security Seal - Sydney 

CBD, Metropolitan & Outer Metropolitan 
 
Item 6.2 Items Requiring Security Seal – Intrastate 

Deliveries 
 
Item 6.3 Items Requiring Security Seal – Interstate 

Deliveries (A3 Satchels) 
  
Item 6.4 Items Requiring Security Seal – Interstate 

Deliveries (A4 Satchels) 
 
Item 7 
Item 7.1 Computer & Delicate Equipment - Sydney 

CBD, Metropolitan & Outer Metropolitan 
 
Item 7.2 Computer & Delicate Equipment - Intrastate 
 
Item 7.3 Computer & Delicate Equipment – Interstate 
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Section 3 – Key 
Features 

Special Points of Interest 
·  Extensive range of courier and delivery services for 

any deadline and budget; 
·  A selection of suppliers giving customers the choice 

they need; 
·  Unique consignment notes specific to the contract; 
·  E-commerce facilities for booking and tracking freight. 

Period of the Contract 
The Contract commenced in 2007 and subsequently 
expires on 30 June 2012. 

Calculating the cost of my 
consignment 
There are various methods of calculating the cost of 
delivery. For example, CBD Pushbike is charged by the 
kg rate only. Metropolitan Road is flat kg rate x number 
of kilometres, with the exception of Routine Set Runs, 
which are chargeable by the hour. There are also 
charges by the cubic metre, which is demonstrated 
below. 

 

A typical calculation for the cost of your consignment 
could be: 

 

a) BY WEIGHT 

 = BASIC CHARGE + (NO. KMs at KG RATE) 

Typical KG rates are: up to 25kg, > 25 to 50kg, > to 
100kg and > 100 to 500kg. 

 

b) BY CUBING 

 Take the cubic dimensions of your consignment. 

 H = ____ cms   X   L = ____ cms   X   W ____ cms 

 

MULTIPLY by the suppliers’ cubic conversion 250k or 
167gs  

 

Additional Charges 
Additional charges apply under the contract as follows:  
Cancellation Fees, Waiting Time, Automatic Proof of 
Delivery, and After-Hours, Weekends and Public 
Holidays Surcharges.   

Completing the Consignment Note 
The consignment notes to be used in conjunction with 
this contract are unique to the contract and are clearly 
marked with the State Contracts Control Board contract 
number 630.   

·  The consignment docket is blank on the reverse side 
to ensure that the terms and conditions of the contract 
will apply to orders placed under the contract and not 
be contradicted by the carrier’s own terms and 
conditions. 

·  Consignment notes shall only offer those services that 
the supplier has been awarded under the contract 
using out-of-contract services. 

·  DO NOT use PO Box addresses – Street address 
only. 

·  If a third party is to be charged, complete the full 
business name and address details in this section. 

·  Cross the service required on the docket.  Failure to 
mark a service will result in routine services and 
charges. 

Compliance with Industrial Relations 
Regulations 
Compliance with all industrial relations regulations is an 
essential requirement of the contract and fundamental to 
its existence. 

 

The Supplier is required to comply with all relevant 
awards, determinations or agreements applicable (or as 
may from time-to-time become applicable) under the 
contract in relation to the payment of remuneration, 
conditions of employment and the keeping of records. 
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Section 4 – 
Suppliers 
This Contract is for a period of three years  plus 2 one 
year extension options. 
 
The following Suppliers are contracted to provide Courier 
Delivery Services. 

Suppliers 
·  Australian Postal Corporation for Sydney CBD, 

Metropolitan, Outer Metropolitan  and International 
Service Categories  

·  Toll Transport Pty for all Service Categories 
 
Customers are free to choose which of the Suppliers 
they purchase from for the service category they are 
recommended for. 
 
Some customers may decide to purchase exclusively 
from one of the above Suppliers, others may prefer to 
purchase from a number of Suppliers depending on the 
customer’s specific needs and taking into consideration 
the products and product prices offered by each 
Supplier. 

Printed Catalogues 
The Supplier will provide catalogues of the products 
available for supply under the contract upon request. 
These are free of charge to customers on a reasonable 
request basis. The information in the catalogues will be 
regularly updated by the Supplier through newsletters 
and other bulletins to ensure that you are kept up to date 
on changes to the range of products available. 
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Australian Postal 
Corporation 
Contact: Andrew Rains 

ABN: 28 864 970 579 

Site address: Level 5, 219-241 Cleveland Street 
Strawberry Hills NSW 1420 

Post address: Level 5, 219-241 Cleveland Street 
Strawberry Hills NSW 1420 

Telephone: 02 9202 6581 

Toll free booking: 1300 736 936 

Facsimile: 02 9310 1075 

E-mail: andrew.rains@auspost.com.au 

Internet: www.auspost.com.au 

 
Settlement Discounts 
Australia Post offers a Business Rebate, which is applied 
against the next month’s account balance where 
payment of the current account balance (if greater than 
$20,000) is received in full within five (5) working days 
from the statement date.  . 
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Toll Transport 
Pty Ltd T/A  
Toll Fast for Metropolitan 
Areas &  
Toll Priority for Non 
Metropolitan Areas  

Toll Fast for Metropolitan Areas 
Contact: Karen Young 

ABN: 31 006 604 191 

Site address: Unit 19, 1801 Botany Road 
Banksmeadow  NSW  2019 

Telephone: 02 9693 0437 

Toll free booking: 133 278 

Customer service: 133 278 

Facsimile: 02 9693 1864 

E-mail: tolllfast_sales630@toll.com.au 

Internet: www.tollfast.com.au 

 
Note 
When calling for Customer Service, identify what service 
it is and quote consignment note number and account 
number 

Toll Priority for Non Metropolitan 
Areas 
Contact: Louise Barlow 

ABN: 31 006 604 191 

Site address: 125 Nancy Ellis Leebold Drive 
Bankstown NSW 2200 

Post address: DX11254, Bankstown NSW 

Telephone: 02 9034 0100 

Toll free booking: 131531 

Customer service: 131531 

Facsimile: 02 9034 0108 

E-mail: nswgov630@toll.com.au 

Internet: www.tollpriority.com.au 

 
Note 
When calling for Customer Service, identify what service 
it is and quote consignment note number and account 
number. 

Fuel surcharge 
A surcharge will apply to all deliveries in the event that 
the average daily fuel price of automotive diesel for a 
three month continuous period exceeds $1.50 per litre, 
exclusive of GST, using the Melbourne Shell Terminal 
Gate price. 
 
The rates apply as follows: 
$1.50-1.55 5% 
$1.55-1.59 5.25% 
$1.60-1.64 5.5% 
$1.65-1.69 5.75% 
$1.70+ 6%  
 
The link for the Melbourne Shell Terminal Gate price is: 
http://www.shell.com/home/content2/au-
en/shell_for_businesses/bulk_fuel/dir_terminalgate_0715
.html 
 
Settlement Discounts 
Toll offers a settlement discount to customers when 
payment is made within either 7 or 14 days from receipt 
of invoice. Conditions with claiming the discount are as 
follows: 
 
A claim via written request must be made to Toll within 7 
days of invoice payment to apply for the discount. Should 
the payment satisfy the conditions for the discount (ie, 
payment within either 7 or 14 days), a credit note will be 
raised against future invoiced amounts. 
 
The discounts are as follows: 
2.0 % within 14 days of the invoice date 
3.0 % within 7 days of the invoice date 
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Section 5 – Contract 
Conditions 
Organisations Eligible to Purchase 
from the Contract 
The following organisations are eligible to purchase from 
the Contract: 
a) Any department, agency or office of the 

Commonwealth including any Statutory Authority 
constituted under Commonwealth legislation 

b) Any department, agency or office of any State 
or Territory of the Commonwealth, including 
any Statutory Authority constituted under 
State/Territory legislation 

c) Any council of a city, municipality or shire constituted 
by a State or Territory 

d) Any other organisation constituted by or subject to 
an Act of Parliament either Commonwealth or State 
or by a Regulation thereunder 

e) Any body or association, other than a trading, 
commercial or industrial firm or corporation, which 
conducts a service, not being a trade, business or 
industry followed or carried on for profit, at the 
request 
of the Government, in respect of such service 

f) Any authority, person, body, corporation, association 
or organisation, whether incorporated or not, to which 
permission has been given by the Minister for the 
Department of Finance and Services, or an official 
delegate of the Minister, to issue orders for supplies 
comprised in that agreement. 

 

For the purpose of parts (d) and (e) examples of typical 
organisations include, but are not limited to: 
·  Government Schools and Private Schools 
·  TAFE Colleges 
·  Public Hospitals and Area Health Services 
·  Trustees of Public Parks 
·  Boards 
·  Tribunals 
·  Commissions 
·  Registries. 
 
For the purposes of part (f) authorities to which 
permission has been given generally have: 
·  Charitable or benevolent status 
·  Non-profit objective 
·  Level of government subsidy/support. 
Examples are: 
·  Non-Government Schools 
·  Pre-Schools/Kindergartens and Child Care Centres 
·  Child Care Centres (excluding privately owned) 
·  Family Day Care Administrations 
·  Nursing Homes (excluding privately owned) 
·  Other community based service providers 
·  Student support groups which are established 

under the auspice of the relevant school or 
education institution 

·  Arts based groups sponsored by the Ministry for 
the Arts. 
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Operation of Nominee Purchasing 
Introduction 
The Nominee Purchaser Arrangement was created 
under REG 18 of the Public Sector (Goods and Services) 
Regulation 2000 (NSW). The Regulation allows the State 
Contracts Control Board (“SCCB”) to provide access to 
suppliers of public sector agencies to SCCB standing 
offer agreements for the provision of goods and services. 
These suppliers are known as Nominee Purchasers. The 
public sector agencies making the nominations are 
known as Nominating Agencies. 
 

What is a Nominee Purchaser? 
“Nominee Purchaser” means a supplier to a public sector 
agency, nominated by the public sector agency to be 
authorised to place Orders under Standing Offer 
Agreements for works done as such a supplier and 
registered by NSW Procurement. Access of nominee 
purchasers to SCCB standing offer agreements: 
Is limited to standing offer agreements relevant to the 
contract between the nominating agency and the 
nominee purchaser, and which are specifically listed 
in the nominee purchaser’s registration; and 
Is for a fixed period of registration, usually ending on 
the completion of the term of the contract between the 
nominating agency and the nominee purchaser. 
A nominee purchaser must not purchase goods or 
services under a SCCB standing offer agreement, 
unless they are related to its obligations under a 
contract with a public sector agency and are used during 
the term of such a contract or included or incorporated 
in works, goods or services to be provided to the public 
sector agency. 
 
If you have any further enquires, or are interested in 
using this facility please call NSW Procurement 
Client Support Centre on telephone 1800 NSW BUY 
(1800 679 289) or e-mail nswbuy@services.nsw.gov.au. 
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Section 7 – Contract 
Administration & 
Supplier Performance 
Survey 
To help us maintain a high level of service and to meet 
agencies’ obligations under NSW Government Service 
Provider Performance Management Guidelines, we seek 
your feedback concerning suppliers’ performance under 
contracts established by NSW Procurement (an office of 
the Department of Finance and Services) on behalf of 
NSW government agencies. 

 

Information on "Service Provider Performance 
Management" is available on the NSW Procurement 
website at 
http://www.nswprocurement.com.au/PDF/Policy/Service-
Provider-Performance-Reporting-Guideline.aspx 

 

For more information on supplier performance feedback 
please call the NSW Procurement Client Support Centre 
on 1800 NSW BUY (1800 679 289) 
 

NSW Procurement Contact Numbers 
The contract has been arranged and is administered by 
NSW Procurement. If you have any questions relating  
to the operation of the contract then contact: 

 

NSW Procurement Client Support Centre  
McKell Building 2-24 Rawson Place Sydney NSW 2000 

T 1800 NSW BUY (1800 679 289) 

F (02) 9372 8077 

E nswbuy@services.nsw.gov.au 

I www.nswbuy.com.au 

 


