ATTACHMENT 3 – Tenderer’s Submission Checklist

This checklist is to be included with all proposals. Tenderers are to confirm that their proposal complies with the requirements of the Request for Tender (RFT) by initialling the box where appropriate.

This checklist is provided to Tenderers in order to assist in the submission of a proposal which conforms with the requirements of the RFT, however it is not an exhaustive list of these requirements. It is incumbent on Tenderers to ensure that proposals comply with the terms of the RFT. It should be considered that all requirements detailed in the RFT are mandatory and that failure to comply with any of the requirements detailed in the RFT may lead to a Tenderer’s proposal being deemed non-conforming.

	
	Checked

	Tenderer’s Declaration

	Has the Tenderer’s Declaration been completed and signed?
	

	For electronic lodgement has one (1) electronic copy in a separate file been submitted?
	

	For hard copy lodgement, has one (1) printed original been submitted?
	

	Tender Schedule A: Technical Proposal and Annexes

	Is the Technical Proposal within the specified page limit?
	

	Does the Technical Proposal address each of the selection criteria individually?
	

	Does the Technical Proposal indicate the Tenderer’s nominated contact person and contact details on the cover page?
	


	Are the required annexes included and within the specified page limit(s)?
	

	If the Past Experience Annex is used have at least two (2) referees been nominated and has it been confirmed that they are:

a) not an employee of, or the holder of a current executive office (or similar position) within the organisation of, or do not have a business in association with the Tenderer or a subsidiary of the Tenderer?

b) not included in the Tender as proposed team members?

c) not AusAID employees?
	

	Are both the Technical Proposal and annexes:

a) in a type font of no less than 12 point on A4 paper?

b) formatted with left and right page margins no less than 2.5cm and top and bottom page margins no less than 3cm, excluding headers, footers and page numbers?

c) absent of AusAID’s logo or any representation or mark which indicates that the Tenderer is in any way related to or connected with AusAID?
	

	For electronic lodgement, has one (1) electronic copy containing all parts and annexes been provided?
	

	For hard copy lodgement, has one (1) printed original containing all parts and annexes been provided?
	

	Tender Schedule B: Specified Personnel

	Are the CVs within the specified page limit and certified and signed by the nominated personnel? 
	

	Do the CVs include the name and personal contact details of the nominated personnel?
	

	Do the CVs include the nationality and, if relevant, permanent residency status of the nominated personnel?
	


	Do the CVs include details of the professional qualifications of nominated personnel (if relevant), including institution and date of award?
	

	Do the CVs include details of recent relevant professional and development work experience, including the duration and extent of inputs?
	

	Have at least two (2) referees been nominated on each of the CVs and has it been confirmed that they are:

a) not an employee of, or the holder of a current executive office (or similar position) within the organisation of, or do not have a business in association with the Tenderer or a subsidiary of the Tenderer

b) not included in the Tender as proposed team members?

c) not AusAID employees?
	

	For electronic lodgement, has one (1) electronic copy been provided in a separate file?
	

	For hard copy lodgement, has one (1) printed original been provided?
	

	Tender Schedule C: Financial Proposal

	Is the financial proposal in the required format?
	

	Is the financial proposal a fully costed schedule of rates and based on the inputs as specified in the Scope of Services, including:

(a) escalation?

(b) necessary insurances required by the Contract Conditions and for the performance of the Services?

(c) detailed information on assumptions used in preparing the pricing?
	

	For electronic lodgement has one (1) electronic copy been provided in a separate file?
	


	For hard copy lodgement has one (1) printed original been provided in a separate, sealed envelope?
	

	Tender Schedule D: Financial Proposal

 (Option 1 or 2 is to be selected by Tenderers in accordance with the terms detailed in the RFT).

	Option 1

	Have the names of the tendering entity and its ultimate owners been provided?
	

	Have the names and financial relationships between the tendering entity, its parent entity (if relevant) and other related entities within the group been provided?
	

	Have the previous three (3) years annual financial statements for the tendering entity been provided including:

(a) a balance sheet?

(b) a profit and loss statement?

(c) a cashflow statement?

(d) contact name and telephone number of the Tenderer’s financial accountant?

(e) a statement detailing any other tendering opportunities being pursued by the tendering entity or the group and the likely impact of such tendering opportunities on the financial capacity of the Tenderer to discharge its potential contractual obligations to AusAID under this RFT ?
	

	For electronic lodgement, has one (1) electronic copy been provided in a separate file?
	

	For hard copy lodgement, has one (1) printed copy been provided in a separate sealed envelope?
	

	Option 2

	Has the date of the most recent financial assessment and the name of the Tender for which this assessment was undertaken been provided?
	


	Has an explanation of why the Tenderer believes a further financial assessment is not necessary been provided?
	

	Has a statutory declaration declaring that the Tenderer’s financial position has not altered materially since the date of the previous assessment been provided?
	

	For electronic lodgement, has one (1) electronic copy been provided in a separate file?
	

	For hard copy lodgement, has one (1) printed copy been provided in a separate sealed envelope?
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