Attachment 1 – TENDERER 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.

	No.
	Question
	Checked

	Tenderer’s Declaration



	1. 
	Has the Tenderer’s Declaration been completed and signed?
	

	2. 
	For electronic lodgement, has one (1) electronic copy of the Tenderer’s Declaration been submitted in a separate file?
	

	3. 
	For hard copy lodgement, has one (1) printed original of the Tenderer’s Declaration been submitted?
	

	Tender Schedule A: Technical Proposal and Annexes



	4. 
	Is the response to Selection Criteria A within the specified page limit?
	

	5. 
	Does the response to Selection Criteria A address each of the selection criteria individually?
	

	6. 
	Is each nominated personnel’s response to Selection Criteria B within the specified page limit?
	

	7. 
	Does the Technical Proposal indicate the Tenderer’s nominated contact person and contact details on the cover page?
	

	8. 
	Are Selection Category A, Selection Category B and Attachments:

(a) in a type font of 11 or 12 point on A4 paper?

(b) formatted with left and right page margins no less than 2.5cm margins 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 connect with AusAID?
	

	9. 
	Are the nominated personnel’s CVs within the specified page limits and certified?
	

	10. 
	Does each CV include name and contact details?
	

	11. 
	Does each CV include the nationality and, if relevant, permanent residency status of the nominated personnel?
	

	12. 
	Does each CV include details of the professional qualifications of nominated personnel, including institution and date of award?
	

	13. 
	Does each CV include details of recent relevant professional and development work experience, including the duration and extent of inputs?
	

	14. 
	Has at least one (1) referee been nominated on each CV and has it been confirmed that they are not:

(a) 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) included in the Tender as proposed team members?

(c) AusAID employees?
	

	15. 
	For electronic lodgement, has one (1) electronic copy containing all parts and annexes been provided?
	

	16. 
	For hard copy lodgement, has one (1) printed original and five (5) copies containing all parts and annexes been provided?
	

	Tender Schedule B: Financial Proposal



	17. 
	Is the financial proposal in the required format?
	

	18. 
	Is the financial proposal a fully costed schedule of rates expressed in Australian dollars 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?
	

	19. 
	For electronic lodgement, has one (1) electronic copy been provided in a separate file?
	

	20. 
	For hard copy lodgement, has one (1) printed original and five (5) copies been provided in a separate, sealed envelope?
	

	Personnel Matrix



	21. 
	Has a personnel matrix been completed?
	


Attachment 2 – TENDER FORM (tenderer Declaration)

All Tenderers must complete in full the Tender Form (Tenderer Declaration).  Failure to complete and sign the Tender Form (Tenderer Declaration), or failure to have the Tenderer’s signature witnessed may result in the Tender being considered non-conforming. 

The following one page checklist is provided as a guide and for your convenience.  This checklist should not be included in your Tender.

Tenderers should ensure that they have included in the Tenderer Declaration:

□
The name, address and position within the Organisation of the person making the declaration.

□
The name of the Organisation for which the Tender is being tendered (clause 1.1 of Attachment 2, Part 1). This should be the exact name of the legal entity that will appear on the Period Offer Deed should your Tender be successful.
□
The ABN (and, if applicable, the ACN if the ABN does not include the ACN), of the Tenderer (clause 1.1 of Attachment 2, Part 1).
□
The title of the person making the declaration (e.g. Company Director) (clause 3.1 of Attachment 2, Part 1).
□
Details of all Addenda issued to this RFT (clause 4 of Attachment 2, Part 1).
□
The address or Registered Office of the Tenderer, the address for service of notices (not a Post Office box), along with the Telephone Number and Fax Number of the Tenderer (clause 5 of Attachment 2, Part 1).

TENDERER DECLARATION

I, [name and address of the person making the declaration], do solemnly and sincerely declare that:

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 in the Audit Strategic Services Alliance Period Offer;

“Tenderer” means [list name, address and ABN and ACN if appropriate.  Note, Tenderers must provide their ABN.  If your Organisation is a Company and your ACN is not included in your ABN, you must also provide your ACN)]; and

“Tender Price” means the Daily Fee Rates included in the Financial Proposal (excluding Reimbursable Expenses) indicated by a Tenderer as being the lowest amount for which that Tenderer is prepared to provide personnel to undertake the Services.

2. BASIS OF DECLARATION

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

2.2 I declare as follows:

3. THE OFFER

3.1 The Tenderer tenders to provide personnel to perform the Services for the Tender Price set out in the Tender, which is submitted in a separate sealed envelope.

3.2 The Tenderer undertakes (if this Tender is accepted and a Period Offer Deed acceptable to AusAID is executed by both parties) to commence the provision of personnel to undertake the Services and to perform them in accordance with the Period Offer Deed.

3.3 The Tender is accurate in every respect.  In particular, I warrant that the information and certification included in each CV submitted in the Tender is accurate, that the nominated personnel have been approached and confirmed their availability and that AusAID has the authority to make the inquiries referred to in clause 7.8(b), Part 1, according to the CV certification.  

3.4 I acknowledge that if the Tenderer is found to have made false or misleading material claims or statements in the Tender or in this declaration, or to have used confidential information, or received improper assistance, AusAID will reject at any time any Tender lodged by or on behalf of the Tenderer.

3.5 I acknowledge and agree to the matters specified in clauses 12 (AusAID’s Rights) and clause 13 (Tenderer’s Acknowledgement) of Section 2, Part 4. 
3.6 I agree:

(a) that the Tenderer will be bound by this Tender for the Tender Validity Period of 180 days after the Closing Date; and

(b) that this Tender may be accepted by AusAID at any time before the expiration of that period or any additional period to which we may agree.

3.7 I acknowledge that this Tender will not be deemed to have been accepted except as specified in the RFT.

3.8 I understand that AusAID is not bound to accept the lowest priced or any Tender.

3.9 I warrant that in preparing the Tender for the Services the Tenderer did not act in any way which did or could have had the effect of reducing the competitiveness of the tender process for the Services.  In particular I warrant that the Tenderer did not engage in:

(a) any discussion or correspondence with other Tenderers concerning the amount of the Tender;

(b) any collusive tendering or other anti-competitive practices with any of the other Tenderers or any other person; or
(c) any conduct or have any arrangement or arrive at any understanding with any of the other Tenderers.

3.10 [This clause applies to government owned Tenderers only.]  I warrant that in preparing the Tender, the Tenderer has complied with the principles of competitive neutrality.
3.11 I warrant that the Tenderer, and any subcontractor of the Tenderer are not:

(a) listed on a World Bank List as referred to in clause 5 (Ineligibility to Tender) of Part 4;

(b) listed on any similar list maintained by any donor of development funding (Relevant List); or

(c) subject to any proceedings which could lead to listing on a World Bank List or listing on a Relevant List.

3.12 Neither the Tenderer nor any of its employees, agents or contractors have been convicted of an offence of, or relating to bribery of a public official, nor are they subject to any proceedings which could lead to such a conviction.

3.13 I undertake that the Tenderer will not permit any of its employees, agents or contractors, to work with children if they pose an unacceptable risk to children’s safety or well being.

3.14 No employees of the Tenderer, or its agents or contractors, who have been nominated in Project positions that involve working with children, have been convicted of a criminal offence relating to child abuse, nor are they subject to any proceedings which could lead to such a conviction.

3.15 Neither the Tenderer nor any of its employees, agents or contractors have an unsettled judicial decision against it relating to employee entitlements.

3.16 Neither the Tenderer nor any of its employees, agents or contractors had knowledge of the technical proposal or the Tender Price for the Services of any other Tenderer prior to the Tenderer submitting its Tender for the Services.

3.17 Neither the Tenderer nor any of its employees, agents or contractors disclosed the technical proposal or the Tender Price for the Services submitted by the Tenderer to any other Tenderer who submitted a tender for the Services or to any other person or organisation prior to the Closing Time and Date.

3.18 Neither the Tenderer nor any of its employees, agents or contractors provided information to any other Tenderer, person or organisation, to assist another Tenderer for the Services to prepare a tender known in the building and construction industry as a “cover bid”, whereby the Tenderer was of the opinion or belief that another Tenderer did not intend to genuinely compete for the Period Offer Deed.

3.19 The Tenderer is genuinely competing for the Period Offer Deed and its Tender is not a “cover bid”.

3.20 Prior to the Tenderer submitting its Tender for the Services neither the Tenderer nor any of its employees, agents or contractors entered into any Contract, agreement, arrangement or understanding that the successful Tenderer for the Services would pay any money, or would provide any other benefit or other financial advantage, to or for the benefit of any other Tenderer who unsuccessfully tendered for the Tender.

3.21 I acknowledge that each party constituting the Tenderer is bound jointly and severally by this Tender.

4. ADDENDA TO TENDER DOCUMENTS

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

Number _____ Dated _____ 

Number _____ Dated ____

Number _____ Dated _____ 

Number _____ Dated ____

5. ADDRESS OF TENDERER

Address or Registered Office of Tenderer 


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 of Director 



Signature of Director
(Print)
___________________________________

___________________________________

Insert name of Director/Secretary


Signature of Director/Secretary
(Print)
Attachment 3 – FINANCIAL PROPOSAL

Tenderers must attach a copy of the Financial Proposal to their Tender in accordance with clause 8, Part 1. 

Tenderers are to write the name of each of the nominated personnel for this Period Offer Deed in the name column and provide the daily fee rates for each nominated personnel for the Australian financial years set out in clause 1.1, Part 3, based on the conditions set out in clause 8.4, Part 1 and in the Basis of Payment in Part 3.
Specified Personnel with Daily Fee Rates

	Specified Personnel
	Position Title
	Year professional qualification (i.e., CA, CPA) was obtained 
	Financial Year

	
	
	
	Location
	2009-10
	2010-11
	2011-12
	2012-13
	2013-14
	2014-15

	
	
	
	
	Daily Fee Rate
	Daily Fee Rate
	Daily Fee Rate
	Daily Fee Rate
	Daily Fee Rate
	Daily Fee Rate

	
	
	
	
	(A$)
	(A$)
	(A$)
	(A$)
	(A$)
	(A$)

	Name
	Insert 
	Insert 
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	Name
	Insert
	Insert
	Australia
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX

	
	
	
	Overseas
	XXX
	XXX
	XXX
	XXX
	XXX
	XXX


Attachment 4 – PERSONNEL MATRIX

Tenderers must attach a copy of the Personnel Matrix table to the Technical Proposal.
Organisations must nominate a minimum of eight (8) and a maximum of ten (10) personnel against one or more of work categories B to E below.

Where required, Tenderers may insert an extra row for each person so that the name and countries of experience match.  Tenderers must ensure that each person is entered against the correct categories.
	
	Work Category
	Name/s

	A
	Organisational Capacity
	N/A

	B
	Financial and Compliance Audits of NGOs, Managing Contractors and Academic Institutions 
	

	C
	Performance Audit Reviews, Compliance Audits, Risk Assessments and Business process Analysis 
	

	D
	IT Audits and Reviews and Risk Management Advice 
	

	E
	Public Sector Financial Management Advice 
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