
ATTACHMENT 5

Word versions of:

(a) Past Experience Form;

(b) Capability Statement Declaration; and

(c) Organisational checklist.
PAST EXPERIENCE FORM

	Activity Name:
	

	Activity Value:
	

	Activity Location(s):
	

	Activity Duration
	

	Client/Donor:
	

	Year Completed:
	

	Brief description of the activity and the Organisation’s role:

	

	Brief description of activity outcomes:

	

	Statement of the similarities between this activity and the requirements of the activity currently being tendered and how this activity supports your statements addressing the Statement of Service Capabilities: 

	

	Nominated Activity Referees:

	1. Name:
	
	2. Name:
	

	Address:
	
	Address:
	

	Email:
	
	Email:
	

	Phone:
	
	Phone:
	


Annex B - Capability Statement DECLARATION
I, [name, address and corporation of person making the declaration], do solemnly and sincerely declare that:

1. DEFINITIONS

1.1 In this declaration:

“AusAID” means the Australian Agency for International Development and represents the Commonwealth of Australia;

“Services” means Services to be performed by the Contractor for the Papua New Guinea Sub National Strategy; and
“Organisation” means [list name, address and ABN and ACN if appropriate. Note, Organisations must provide their ABN if they have one. Moreover, if you are a Company and your ACN is not included in your ABN, you must also provide your ACN)]; and

2. BASIS OF DECLARATION

2.1 I hold the position of [managing director or other title] of the Organisation and am duly authorised by the Organisation to make this declaration.

2.2 I make this declaration on behalf of the Organisation and on behalf of myself.

2.3 I declare as follows:

3. THE OFFER

3.1 The Capability Statement is accurate in every respect. In particular, I warrant that the information and certification included in each CV submitted (where CVs have been submitted for the Capability Statement) is accurate, that the proposed team members have been approached and confirmed their availability and that AusAID has the authority to make the inquiries referred according to the CV certification. 
3.2 I warrant that the Organisation has used its best endeavours to ensure that all proposed team members are of good fame and character.
3.3 I acknowledge that if the Organisation is found to have made false or misleading material claims or statements in the Capability Statement or in this Declaration, or to have used confidential information, or received improper assistance, AusAID will reject at any time any Capability Statement lodged by or on behalf of the Organisation.
3.4 I acknowledge and agree to the matters specified in Clause 15 (AusAID’s Rights) and Clause 16 (Organisation’s Acknowledgement) of Part 2.

3.5 I acknowledge that each party constituting the Organisation is bound jointly and severally by this Capability Statement.
[Note to Organisations: The following Clauses 3.7 and 3.8 will be used by AusAID to confirm the Organisation’s compliance with the relevant requirements of the Fair Work Principles]
3.6 The Organisation has read and understood the Fair Work Principles User Guide and understands that the Fair Work Principles will apply to the procurement for the Project.

3.7 Compliance with Fair Work Principles

(i) The Organisation declares the following:

(A) The Organisation has had _______ [Nil or specify number] adverse Court or Tribunal decision for a breach of workplace relations law, occupational health and safety law, or workers’ compensation law in the past two years preceding the date of this Request for Tender.
[If response is nil adverse decisions go to 3.8(i)(C) below]

(B) [Note to Organisations: Strike through whichever option does not apply]

The Organisation has fully complied or is fully complying with all penalties or orders arising from the Court or Tribunal decisions declared above.

OR

The Organisation has not fully complied with or is currently not fully complying with _________ [Number] of the penalties or orders arising from the Court or Tribunal decisions declared above and has provided as part of its Capability Statement information about each of these penalties or orders in the form required in Appendix A to the Fair Work Principles User Guide.

Organisations must provide additional information about each decision declared above in Clause 3.7(i)(B) as specified in Appendix A to the Fair Work Principles User Guide. Organisations should note that they will not be eligible for further consideration for this procurement if they have not fully complied with, or are not fully complying with, any Court or Tribunal decision, or have not appealed the decision prior to the end of the appeal period.
(C) The Organisation understands its obligations under all applicable workplace relations, occupational health and safety, and workers’ compensation laws. The Organisation undertakes that it complies with all of these obligations.

(D) The Organisation confirms that (except where it is an overseas based supplier to which these requirements do not apply in accordance with the Fair Work Principles User Guide) it:

(I) has consultation arrangements which encourage cooperation and engagement of employees and management; and

(II) understands and respects their employees’ rights in relation to freedom of association and the right to representation at work, including that the Organisation allows its employees to be able to make a free and informed choice about whether to join a union and be represented at work.

(E) Where the Organisation has a Fair Work Act 2009 enterprise agreement that was approved on or after 
1 January 2010 that enterprise agreement includes a genuine dispute resolution procedure that includes the following:

(I) the ability for employees to appoint a representative in relation to the dispute;

(II) in the first instance procedures to resolve the dispute at the workplace level;

(III) if a dispute is not resolved at the workplace level, the capacity for a party to the dispute to refer the matter to an independent third party for mediation or conciliation; and

(IV) if the dispute is still not resolved, the capacity for an independent third party to settle the dispute via a decision binding on the parties.

(ii) If at any time prior to entry into a contract with the preferred Organisation, any information provided in this declaration changes, the Organisation agrees to advise AusAID of that change within 7 calendar days.

(iii) The Organisation agrees AusAID may provide any information collected, or provided to it by the Organisation during the course of this RFT process (including breaches of the Fair Work Principles) to other Commonwealth agencies or regulatory bodies including the Department of Education, Employment and Workplace Relations, Australian National Audit Office, Fair Work Ombudsman and Fair Work Australia.

(iv) The Organisation agrees that failure to comply with Clause 3.7 of this Capability Statement Declaration will result in its Capability Statement being excluded from further consideration.
4. ADDENDA TO THE REQUEST FOR TENDER

I acknowledge receipt of the following Addenda, the terms of which are incorporated in the Capability Statement:

Number _____ Dated _____ 

Number _____ Dated ____
Number _____ Dated _____ 

Number _____ Dated ____

5. ADDRESS OF ORGANISATION

Address or Registered Office of Organisation 


Address for service of notices (NOT PO. BOX) 


Telephone Number: ............. Fax Number:      ............. 

	SIGNED for and on behalf of insert organisation/ company name ABN (and ACN if applicable) by:

insert name and title
	)

)

)
	Signature


Annex C – ORGANISATION’s Submission Checklist

This checklist is to be included with all proposals. Organisations 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 Organisations 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 Organsiations 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 an Organisation’s proposal being deemed non-conforming.

	
	Checked

	Has the Capability Statement Declaration been completed and signed?
	

	Is the Capability Statement within the specified page limit?
	

	Does the Capability Statement address each of the selection criteria individually?
	

	Does the Capability Statement indicate the Organisation’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 Organisation or a subsidiary of the Organisation?

b) not included in the Capability Statement as proposed team members?

c) not AusAID employees?
	

	Are both the Capability Statement 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 Organisation 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, four (4) copies and a CD containing all parts and annexes been provided?
	


