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	[bookmark: _Toc396731355][bookmark: _Toc394489210][bookmark: _Toc392241017][bookmark: _Toc392240922][bookmark: _Toc392240867][bookmark: _Toc392240427][bookmark: _Toc392240297][bookmark: _Toc392235103][bookmark: _Toc460841129][bookmark: _Toc460852396][bookmark: _Toc460854715][bookmark: _Toc389398386]INSTRUCTIONS FOR USING THIS DOCUMENT (TO BE DELETED BEFORE SENDING TO SUPPLIER): 
This is the standard form Government Invitation to Offer for goods and services. 
It is appropriate for use where the government agency is conducting an open or closed tender process, and for one-off purchases and standing offer arrangements. 
[bookmark: _Toc396731356][bookmark: _Toc394489211][bookmark: _Toc460841130][bookmark: _Toc460852397][bookmark: _Toc460854716][bookmark: _Toc392074708][bookmark: _Toc392066978][bookmark: _Toc389662774][bookmark: _Toc389407976][bookmark: _Toc393457193][bookmark: _Toc392241018][bookmark: _Toc392240923][bookmark: _Toc392240868][bookmark: _Toc392240428][bookmark: _Toc392240298][bookmark: _Toc392235104]Separate from this document are Guidance Notes (available on GovNet) to help the customer (or principal, for SOA) complete this document. Where there is a guidance note to help you, it is indicated by [see Guidance Note #]. 
The customer / principal needs to fill out all yellow highlighted sections with details of the customer’s or principal’s requirements, or to select the correct terminology (customer for one-off purchases, or principal for SOAs). 
The customer / principal is to delete all highlighting and references to Guidance Notes before giving the Invitation to Offer to potential suppliers.
The customer / principal must separately complete a details document and issue it with this Invitation to Offer. The details document will form part of the contract or SOA that applies to the goods/services in this Invitation to Offer and refers to the terms and conditions that will apply to the contract or SOA.
Instructions to suppliers are included in bold italics. The customer / principal should retain the instructions to suppliers in the final version of the Invitation to Offer.
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[bookmark: _Ref388712779][bookmark: _Toc460841132][bookmark: _Toc460854718]Information about the opportunity 
This section sets out information about the invitation process, the [principal’s / customer’s] objectives and key details that the supplier needs to know in order to submit its offer. 
This section will not form part of the [Contract / SOA or Contract].
The supplier must not make any changes to section 1 of the Invitation to Offer.
1.1 [bookmark: _Toc460841133][bookmark: _Toc460854719]Why is procurement important to Queensland Government?
Effective procurement enables government to improve public value by providing outcomes for the community efficiently while reducing the burden on taxpayers.  
Through strong industry partnerships and innovative procurement practices we can deliver customer-focused, value for money outcomes that will make a real difference to Queenslanders. Visit the Dept. of Housing and Public Works website for more information.
1.2 [bookmark: _Toc460841134][bookmark: _Toc460854720]Summary of opportunity and [customer / principal] objectives 
<<Customer to insert a brief summary of the opportunity. What is the scope of this ITO? What is the customer looking for?>> [See Guidance Note #1]
The [customer / principal] has issued this Invitation to Offer with the objectives of: <<customer to list objectives>>.
1.3 [bookmark: _Toc460841135][bookmark: _Toc460854721]Closing date and time
Offers must be lodged by <<time am / pm>> Australian Eastern Standard Time on <<day of the week, day, month, year>>.
1.4 [bookmark: _Toc460841136][bookmark: _Toc460854722]Indicative timetable
	Indicative timetable (subject to change) [See Guidance Note #2]

	Invitation issued
	<<insert>>

	Briefing session (if applicable)
	<<insert date and time>>

	Closing date for questions
	<<insert date and time>>

	Closing date and time for offers
	<<insert date and time>>

	Intended completion date of shortlisting suppliers
	<<insert>>

	Intended completion date for evaluation of offers
	<<insert>>

	Negotiations with supplier(s)
	<<insert>>

	Intended date for formal notification of successful supplier
	<<insert>>

	Intended [Contract / SOA] start date
	<<insert>>


1.5 [bookmark: _Toc460841137][bookmark: _Toc460854723]Briefing session
<<If the customer / principal is not holding a briefing session with suppliers then delete this section or insert “not applicable”>>
The [customer / principal] will hold a briefing session at <<time, date, location>>. It <<is mandatory / is not mandatory>> for suppliers to attend the briefing session in order to submit an offer.
<<Insert details of other relevant information or restrictions if applicable, e.g. maximum number of attendees, whether suppliers can ask questions, whether separate or joint sessions.>>
1.6 [bookmark: _Toc460841138][bookmark: _Toc460854724]Evaluation 
The [customer / principal] is not evaluating offers on the sole criterion of price. The criteria against which the supplier’s offer will be evaluated includes: [See Guidance Note #3]
a) capability and relevant experience;
b) compliance with requirements and the [customer’s / principal’s] objectives;
c) quality;
d) cost and value for money;
e) contract compliance; and
f) opportunities for innovation and improvement (see Schedule B).
<<The following criteria are mandatory:
a) [insert]>>



1.7 [bookmark: _Toc460841139][bookmark: _Toc460854725]Documents that make up this Invitation to Offer
This Invitation to Offer is made up of the following documents, and includes the definitions and rules of interpretation available on the Department of Housing and Public Works website:
	
	Document
	Instructions to Supplier

	1.
	Invitation to Offer 
· Schedule A
(Response Schedule)
	For information only. Provides details of offer conditions, timetable, contacts, evaluation criteria and other general information. Supplier to retain.
Supplier to complete, sign and return with offer

	
	· Schedule B
(Innovation)
	Supplier to complete and return with offer 
(if applicable)

	
	· Schedule C 
(Invitation to Offer Conditions)
	For information only. Supplier to retain.

	2.
	[Contract / SOA] Details 
((This forms part of the [Contract / SOA and Contract] that the [customer / principal] will enter into with the supplier, if the supplier is successful. It contains details of the intended [Contract / SOA and Contract] including the terms and conditions that will apply if the supplier is successful, Requirements , Price and payment schedule, performance monitoring and governance requirements, contract departures, declarations and supplier execution of the offer/[Contract / SOA]).
<<Replace with the following alternative if Basic Purchasing Conditions are used>>
Catalogue of Goods and Services
(The supplier offers to enter a contract to supply the goods and services listed in the catalogue.)
	Supplier to complete and return with offer. 
The <<Details / Catalogue of Goods and Services>> forms part of the supplier’s offer.

	3.
	Conditions of Contract
(These are the base terms and conditions of the contract, that the customer may enter into with the supplier, if the supplier is successful).
	For information only. Supplier to retain.	
<<Select from the following options as appropriate:
“The conditions of contract are referred to or included in the details. Supplier to retain.”
“The conditions of contract are the Basic Purchasing Conditions [located on the Department of Housing and Public Works website or attached].”
 “Attached [or available at …], for information only”


1.8 [bookmark: _Toc460841140][bookmark: _Toc460854726]Formation of a contract
[bookmark: _Ref388633912][bookmark: _Ref388628289]The supplier must submit <<insert “the completed details” / or if Basic Purchasing Conditions are being used insert “a catalogue of goods and services offered”>> together with the Response Schedules in Schedule A (and Schedule B if applicable) as part of the supplier’s offer. 
A [Contract / SOA] will not be formed until <<insert either “a final details document is signed by appropriate representatives of both parties” or “the customer accepts the supplier’s offer in writing”>>.
1.9 [bookmark: _Toc460841141][bookmark: _Toc460854727]Offer validity period
Offers must remain open and capable of being accepted by the [customer/principal] for a minimum period of 120 days. 
1.10 [bookmark: _Toc460841142][bookmark: _Toc460854728]Requirements to be a conforming offer
[bookmark: _Toc391022367]To be a conforming offer, the offer must:
a) be received by the closing date and time;
b) be received in the format and method described in this Invitation to Offer;
c) be open for the minimum validity period;
d) satisfy all mandatory requirements;
e) respond to all sections of this Invitation to Offer document in full;
f) <<insert other minimum requirements if applicable>>.
1.11 [bookmark: _Toc460841143][bookmark: _Toc460854729]Offer clarifications
All clarifications or questions related to the Invitation to Offer must be communicated in writing directly to the [customer / principal] contact identified in 0. 
1.12 [bookmark: _Toc460841144][bookmark: _Toc460854730]How offers are to be submitted 
Offers must be lodged <<electronically / in hard copy>> to <<hard copy tender box address / website address for online submission / email address>>. [See Guidance Note #4]
Offers must consist of the supplier’s response to this document and <<the supplier’s response to the separate details document / a catalogue of goods and services>>. <<If the [customer / principal] asks, the supplier must also provide a copy of its response to the Details in Microsoft Word <<insert version numbers if relevant>> format.>> 
1.13 [bookmark: _Toc460841145][bookmark: _Toc460854731]Invitation to Offer Conditions
[bookmark: _Toc396731371][bookmark: _Ref388646620]The Invitation to Offer Conditions in Schedule C apply to this Invitation to Offer. [See Guidance Note #5]
[bookmark: _Ref388635656][bookmark: _Toc388861144][bookmark: _Toc388867794][bookmark: _Toc389408004][bookmark: _Toc389662792][bookmark: _Ref392058879][bookmark: _Toc393358438]<<If the customer wants to make any changes to the ITO Conditions then delete the text above and insert: “The Invitation to Offer Conditions in Schedule C as amended below, apply to this Invitation to Offer”, and insert details of the amendments/additional clauses below.>>
1.14 [bookmark: _Toc460841146][bookmark: _Toc460854732]Customer contact
	The customer’s contact person for the Invitation to Offer:

	Name: <<insert>>
Position: <<insert>>
	Name: <<insert>>
Position: <<insert>>


1.15 [bookmark: _Toc460841147][bookmark: _Toc460854733]Complaints
If at any time during the invitation process, a supplier considers that it has been unreasonably or unfairly treated and it has not been able to resolve the issue with the [customer / principal] contact person, the supplier may request for the issue to be dealt with in accordance with the [customer’s / principal’s] complaint management process and directed to:
	Complaint management	

	Name: <<insert>>
Position: <<insert>>
	Agency:	<<insert>>
Email address:	<<insert>>



	[bookmark: _Toc392235119][bookmark: _Toc392240313]Privacy Notice: The [customer / principal] is collecting personal information from the supplier for the purpose of administering the invitation process and [Contract / SOA and Contract]. Personal information may be shared with Queensland Government agencies and bodies, non-government organisations and other governments in Australia for that purpose. Personal information may be made publicly available in accordance with the requirements of the Queensland Government’s procurement policy. An individual is able to gain access to personal information held by the customer about the individual in certain circumstances.


[bookmark: _Toc392235120][bookmark: _Toc392239446][bookmark: _Toc392240884][bookmark: _Toc392240938][bookmark: _Toc392241033][bookmark: _Toc389118411][bookmark: _Toc389202941][bookmark: _Toc389118413][bookmark: _Toc389202943][bookmark: _Toc389202945][bookmark: _Toc389202951][bookmark: _Toc389202956][bookmark: _Toc389202960][bookmark: _Toc389202969][bookmark: _Toc389202975][bookmark: _Toc389202984][bookmark: _Toc389202999][bookmark: _Toc389203004][bookmark: _Toc389203009][bookmark: _Toc389203012][bookmark: _Toc389203032][bookmark: _Toc389203038][bookmark: _Toc389203044][bookmark: _Toc389203049][bookmark: _Toc389203054][bookmark: _Toc389203058][bookmark: _Toc389203066][bookmark: _Toc389203074][bookmark: _Toc389203079][bookmark: _Toc389203083][bookmark: _Toc389203090][bookmark: _Toc389203094][bookmark: _Toc389203109][bookmark: _Toc389203114][bookmark: _Toc389203118][bookmark: _Toc389203123][bookmark: _Toc389203126][bookmark: _Toc389203129][bookmark: _Toc389203133][bookmark: _Toc389203137][bookmark: _Toc389203146][bookmark: _Toc389203154][bookmark: _Toc389203157][bookmark: _Toc389203160][bookmark: _Toc389203163][bookmark: _Toc389203166][bookmark: _Toc389203173][bookmark: _Toc389203187][bookmark: _Toc389203193][bookmark: _MsjCursor][bookmark: _Ref388634053]	


[bookmark: _Toc460854734]Schedule A – response schedule
[bookmark: _Toc460854735]The information in this schedule is required for evaluation purposes. 
The supplier is to respond to all questions in this schedule. The supplier is warranting that the information in this schedule is complete, accurate, up to date and not misleading. 
<<This schedule is ‘free text’ – the customer / principal can include as many questions as it needs to properly evaluate suppliers. The headings below are suggestions only and can be deleted / modified as the customer / principal sees fit. All questions should directly link to the evaluation criteria specified earlier in the Invitation to Offer>> [See Guidance Note #6]
1. [bookmark: _Toc460854736]Supplier details
Please provide full supplier details, including full legal name and contact details of any other entities which are participating in a joint offer with the supplier.
	Supplier name:
	Name:
ABN:

	Names of other entities participating in a joint offer with the supplier:
	Insert details or “not applicable”.

	Supplier’s contact person for this Invitation to Offer:
	Name:
Position:
Email address:
Phone number:
Postal address:


1. [bookmark: _Toc460854737]Financial information [See Guidance Note #7]
<<Customer / principal to insert not applicable” or “The supplier must provide a statutory declaration from the supplier’s accountant on the financial position of the supplier. if the supplier is shortlisted, the customer / principal may ask the supplier to provide more detailed financial information (such as the supplier’s audited financial statements for the past 2 years)”>>
1. [bookmark: _Toc460854738]
Conflict of interest
The supplier must provide details of any possible conflict of Interest that exists or may arise in relation to the invitation process, or performance of the contract (if the supplier is successful).
If there is nothing to declare, supplier must insert “Nil”.
Insert supplier response
1. [bookmark: _Toc460854739]Background Information
5. [bookmark: _Toc460854740]Supplier Overview 
The supplier may provide a brief description of its business and its overall qualifications to meet the requirements. Background information may include: number of years of relevant experience, rate of growth, size, locations, annual turnover etc. 
Insert supplier response.
5. [bookmark: _Toc460854741]Differentiating factors 
What differentiates the supplier from its competitors? What is it about the supplier’s offer that it believes is unique to the supplier? The supplier’s response to this question should be limited to <<1>> page.
Insert supplier response.
1. [bookmark: _Toc460854742]Referees
The supplier is to provide details of <<number>> referees. Include for each referee:
(a) Name and position;
(b) Telephone number, email address and postal address;
(c) Brief description of the work performed by the supplier for the referee.
Insert supplier response.
1. [bookmark: _Toc460854743]Overview of the supplier’s offer
The supplier must provide an overview of its offer to supply to the [customer / eligible customers under the SOA], demonstrating how the [customer’s / principal’s] requirements will be met. This can be a summary of the detailed requirements/ specifications that will appear in the [Contract / SOA].
The supplier should insert the detail to be included in the [Contract / SOA] specific to the supply of the goods/services under the [Contract / SOA], comprehensively addressing the [customer’s / principal’s] requirements. <<If the customer / principal requires the supplier to provide this detail in a particular format (e.g. by completing the relevant section of the details, the customer / principal should include details of format requirements.>>
Insert supplier response

1. [bookmark: _Toc460854744]Relevant experience
The supplier should provide enough information about its recent (and relevant) experience to demonstrate it is capable of meeting the requirements. What is your recent track record in providing the same/similar goods or services? The supplier’s response to this question should be limited to <<2>> pages.
Insert supplier response
1. [bookmark: _Toc460854745]Capacity and capability
<<Customer / principal to insert question here if required.>>
Insert supplier response
1. [bookmark: _Toc460854746]Quality
<<Customer / principal to insert question here if required.>>
Insert supplier response
1. [bookmark: _Toc394489236][bookmark: _Toc396731383][bookmark: _Toc399758757][bookmark: _Toc460841157][bookmark: _Toc460854747][bookmark: _Toc392241044]Overview of the supplier’s offer
The supplier must provide an overview of its offer to supply to the [customer / eligible customers under the SOA], demonstrating how the [customer’s / principal’s] requirements will be met. This can be a summary of the detailed requirements/ specifications that will appear in the [Contract / SOA].
The supplier should insert the detail to be included in the [Contract / SOA] specific to the supply of the goods/services under the [Contract / SOA], comprehensively addressing the [customer’s / principal’s] requirements. <<If the customer / principal requires the supplier to provide this detail in a particular format (e.g. by completing the relevant section of the details, the customer / principal should include details of format requirements.>>
[bookmark: _Toc394489237][bookmark: _Toc396731384][bookmark: _Toc399758758][bookmark: _Toc460841158]Insert supplier response
1. [bookmark: _Toc460854748]Relevant experience
The supplier should provide enough information about its recent (and relevant) experience to demonstrate it is capable of meeting the requirements. What is your recent track record in providing the same/similar goods or services? The supplier’s response to this question should be limited to <<2>> pages.
Insert supplier response
1. [bookmark: _Toc392241045][bookmark: _Toc394489238][bookmark: _Toc396731385][bookmark: _Toc399758759][bookmark: _Toc460841159][bookmark: _Toc460854749]Capacity and capability
<<Customer / principal to insert question here if required.>>
Insert supplier response
1. [bookmark: _Toc392241046][bookmark: _Toc394489239][bookmark: _Toc396731386][bookmark: _Toc399758760][bookmark: _Toc460841160][bookmark: _Toc460854750]Quality
<<Customer / principal to insert question here if required.>>
Insert supplier response
1. [bookmark: _Toc392241047][bookmark: _Toc394489240][bookmark: _Toc396731387][bookmark: _Toc399758761][bookmark: _Toc460841161][bookmark: _Toc460854751]How does the supplier’s offer meet the [customer’s/principal’s] objectives?
<<Customer / principal to insert question here>>
Insert supplier response
1. [bookmark: _Toc392241048][bookmark: _Toc394489241][bookmark: _Toc396731388][bookmark: _Toc399758762][bookmark: _Toc460841162][bookmark: _Toc460854752]Account and relationship management
<<Customer / principal to insert question here>>
Insert supplier response
1. [bookmark: _Toc392241049][bookmark: _Toc394489242][bookmark: _Toc396731389][bookmark: _Toc399758763][bookmark: _Toc460841163][bookmark: _Toc460854753]Value for money/‘value adds’
<<Customer/principal to insert question here>>
Insert supplier response
1. [bookmark: _Toc399758764][bookmark: _Toc460841164][bookmark: _Toc460854754]Supporting Indigenous Queenslanders
<<This question may not be relevant for all ITO’s. It will be relevant for ITO’s that target goods/services in the construction, resources, tourism or agricultural industries, or where the Cert III Guarantee training qualifications are applicable (e.g. aged care, child care, disability services, security operations, warehousing). More information about Cert III training is available at https://training.qld.gov.au/providers/funded/certificate3. If you include a question here, then make sure it is also reflected in your evaluation criteria.>>
The Queensland Government is committed to providing training and employment outcomes and business opportunities for Indigenous Queenslanders. What is the supplier doing to:
· improve the participation of Indigenous people in the workforce; and/or
· engage with Indigenous suppliers.
Insert supplier response
1. [bookmark: _Toc392241050][bookmark: _Toc394489243][bookmark: _Toc396731390][bookmark: _Toc399758765][bookmark: _Toc460841165][bookmark: _Toc460854755][Customer / principal to insert other questions as required]


1. [bookmark: _Toc392241051][bookmark: _Toc394489244][bookmark: _Toc396731391][bookmark: _Toc399758766][bookmark: _Toc460841166][bookmark: _Toc460854756]Additional information offered by the supplier 
<<If the requirements are very well defined and the customer / principal is not interested in receiving additional information, it may be appropriate to delete this section>>
The supplier may set out any other information that is relevant to the Invitation to Offer and which a reasonable person would think may affect the [customer’s / principal’s] decision whether to enter a [Contract / SOA] with the supplier, but which is not appropriate to include in the [Contract / SOA].
The supplier is to clearly indicate the purpose of the additional information and which part of the supplier’s offer the additional information relates to. Where the additional information relates to an earlier item in this Schedule A – Response Schedule, the supplier is to include a reference to the applicable section number. Keep the information brief and to the point.
The [customer / principal] is not required to consider any additional information that the [customer / principal] did not specifically request.
Insert supplier response
[bookmark: _Ref388633046]
[bookmark: _Toc392241052][bookmark: _Toc394489245][bookmark: _Toc396731392][bookmark: _Toc399758767][bookmark: _Toc460841167][bookmark: _Toc460854757]Supplier execution of offer
[bookmark: _Ref389119791][bookmark: _Toc392241053][bookmark: _Toc394489246][bookmark: _Toc396731393][bookmark: _Toc399758768][bookmark: _Toc460841168][bookmark: _Toc460854758]Acknowledgements and certifications
[bookmark: _Toc392241054][bookmark: _Toc394489247][bookmark: _Toc396731394][bookmark: _Toc399758769]The supplier:
(a) offers to [provide the goods, services and other deliverables to the customer / enter into the SOA] on the terms described in the supplier’s offer. The [customer / principal] may accept the supplier’s offer during the validity period.
(b) certifies that it has read, understands, and complies with all the requirements of this Invitation to Offer, including any changes made by the customer and notified to the supplier in accordance with the Invitation to Offer Conditions.
(c) acknowledges that only proposed contract departures which comply with the requirements of the details (dealing with contract departures) form part of the supplier’s offer. If the supplier proposes other contract departures, they do not form part of the supplier’s offer and the [customer / principal] may accept the supplier’s offer excluding those other proposed contract departures.
(d) represents that all the information contained in the supplier’s offer is complete, accurate, up to date and not misleading in any way.
(e) acknowledges that the [customer / principal] will rely on the information contained in the supplier’s offer (including the warranties and declarations) when deciding whether or not to accept the supplier’s offer and that if the [customer / principal] accepts the supplier’s offer, the [customer / principal] will enter into a [Contract / SOA and eligible customers may enter into contracts] relying on that information.
(f) acknowledges that the customer may suffer damage if any of the information in the supplier’s offer is incomplete, inaccurate, out of date or misleading in any way.

[bookmark: _Toc460841169][bookmark: _Toc460854759]Execution of offer
	
Date: 	

EXECUTED for and on behalf of:

	
Name of supplier
by its authorised representative, in the presence of:

	
Signature of witness

	
Name of witness (block letters)

	
Address
	


)
)
)
)
)
)
)
)
)
)
)
)
)
)
	




	
Signature of authorised representative
By executing this offer the signatory warrants that the signatory is duly authorised to submit this offer on behalf of the supplier 

	
Name of authorised representative (block letters)

	
Position of authorised representative





Invitation to Offer <<Customer Name>> <<ITO title and reference no.>>	
Invitation to Offer <<Customer Name>> <<ITO title and reference no.>>

Version 2 September 2016                                                                                                                                              2

Version 2 September 2016                                                                                                                                               4

[bookmark: _Toc460841170][bookmark: _Toc460854760]Schedule B – Innovation
[bookmark: _Toc460841171][bookmark: _Toc460854761]Alternative offers, innovation and improvements
The [customer / principal] welcomes proactive suggestions from the supplier about innovations or improvements (e.g. to our own processes, workflows, supply chains, or specifications) that will benefit the [customer / eligible customers] and meet the [customer’s / principal’s] objectives. If the supplier wishes to make an alternative offer, then it must: 
(a) Set out details of its alternative offer / suggested innovations or improvements in this Schedule (by answering the questions below); and
(b) <<Explain how the details would need to be modified to accommodate the alternative offer (or submit a separate details response document for the alternative offer).>>
[bookmark: _Toc394489249][bookmark: _Toc396731396][bookmark: _Toc460841172][bookmark: _Toc460852445][bookmark: _Toc460854762]1.1	What is your alternative offer / suggested innovation or improvement? 
Insert supplier response
[bookmark: _Toc394489250][bookmark: _Toc396731397][bookmark: _Toc460841173][bookmark: _Toc460852446][bookmark: _Toc460854763]1.2	What are the benefits to the [customer / principal] of your alternative offer / suggestion?
Insert supplier response
[bookmark: _Toc394489251][bookmark: _Toc396731398][bookmark: _Toc460841174][bookmark: _Toc460852447][bookmark: _Toc460854764]1.3	Explain how your alternative offer / suggested innovation or improvement offers better value for money, and better achieves the [customer's / principal’s] objectives
Insert supplier response
[bookmark: _Toc394489252][bookmark: _Toc396731399][bookmark: _Toc460841175][bookmark: _Toc460852448][bookmark: _Toc460854765]1.4	Outline any assumptions on which your claimed customer benefits are based
Insert supplier response
[bookmark: _Toc394489253][bookmark: _Toc396731400][bookmark: _Toc460841176][bookmark: _Toc460852449][bookmark: _Toc460854766]1.5	Is there any other important information that the [customer / principal] should know about your alternative offer / suggested innovation or improvement?
Insert supplier response
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1. [bookmark: _Toc396731402][bookmark: _Toc396731403][bookmark: _Ref393815278][bookmark: _Toc394489256][bookmark: _Toc396731404][bookmark: _Toc460841178]
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2. [bookmark: _Toc460854768]Interpretation
These Invitation to Offer Conditions may be used where a customer is seeking offers to enter into a contract, and where a principal is seeking offers to enter into an SOA under which eligible customers may enter into contracts. 
If the relevant invitation to offer relates to a potential SOA, then except in clauses 1 and 2.1: 
(a) the references to “customer” in these Invitation to Offer Conditions are taken to be references to the principal; and
(b) the references to “contract” in these Invitation to Offer Conditions are taken to be references to the SOA.
3. [bookmark: _Toc394489257][bookmark: _Toc396731405][bookmark: _Toc460841179][bookmark: _Toc460854769]Invitation process
3.1. [bookmark: _Toc392241058][bookmark: _Ref393815279][bookmark: _Toc394489258][bookmark: _Toc396731406][bookmark: _Toc460841180][bookmark: _Toc460852453][bookmark: _Toc460854770]Supplier acceptance
By submitting an offer, the supplier: 
(c) accepts these Invitation to Offer Conditions.
(d) offers to enter into: 
(i) a contract with the customer to provide the goods, services and deliverables; or
(ii) a SOA with the principal under which customers may enter into contracts for goods, services and deliverables, 
and the customer or principal (as applicable) may accept the offer during the offer validity period.
3.2. [bookmark: _Toc392235140][bookmark: _Toc392239471][bookmark: _Toc392240469][bookmark: _Toc392240909][bookmark: _Toc392240963][bookmark: _Toc392241061][bookmark: _Toc392241062][bookmark: _Toc394489259][bookmark: _Toc396731407][bookmark: _Toc460841181][bookmark: _Toc460852454][bookmark: _Toc460854771][bookmark: _Toc389398428]Customer discretion
The customer may make any changes to the invitation process in its absolute discretion, by notifying the supplier including by publication on the Queensland Government QTenders website. Without limitation, the customer may:
(a) add or change requirements;
(b) amend dates including extend the closing date and time;
(c) consider or reject an offer received after the closing date and time;
(d) accept non-conforming offers, alternative or innovative offers, offers in part, or multiple offers;
(e) reject any or all offers;
(f) amend the evaluation criteria stipulated in the Invitation to Offer; 
(g) exercise discretion in evaluating any subjective evaluation criteria;
(h) negotiate with one or more suppliers and allow any supplier to vary its offer;
(i) interview, negotiate or hold discussions with any supplier or prospective supplier on any matter contained (or proposed to be contained) in an offer to the exclusion of others;
(j) request some or all suppliers to conduct site visits, provide references and additional information, and/or make themselves available for panel interviews;
(k) change the terms and conditions applicable to the invitation process, including terms of the proposed contract; or
(l) cancel the invitation process.
The supplier will not make any claim in connection with a decision by the customer to exercise or not to exercise any of its rights in relation to the invitation process.
4. [bookmark: _Toc389398420][bookmark: _Toc392241063][bookmark: _Toc394489260][bookmark: _Toc396731408][bookmark: _Toc460841182][bookmark: _Toc460854772]Alternative offers
[bookmark: _Toc389398421]The Queensland Government procurement policy promotes an outcome focussed approach, seeking opportunities to innovate and improve value for money. Suppliers are encouraged to submit alternative offers and innovative offers where they believe that the alternative will promote the customer’s objectives. 
5. [bookmark: _Toc389398422][bookmark: _Toc392241064][bookmark: _Toc394489261][bookmark: _Toc396731409][bookmark: _Toc460841183][bookmark: _Toc460854773]No reliance on information
The supplier is responsible for making its own investigation and assessment about all matters relevant to the Invitation to Offer, the requirements, the accuracy of all information and documents provided by or on behalf of the customer, and all other matters relevant to the supplier’s offer. 
6. [bookmark: _Toc389398423][bookmark: _Toc392241066][bookmark: _Toc394489262][bookmark: _Toc396731410][bookmark: _Toc460841184][bookmark: _Toc460854774]Supplier cost
Participation in the invitation process is at the supplier’s cost. The customer is not required to pay compensation to the supplier in relation to the invitation process in any circumstances, for any reason.
7. [bookmark: _Toc389398424][bookmark: _Toc392241067][bookmark: _Toc394489263][bookmark: _Toc396731411][bookmark: _Toc460841185][bookmark: _Toc460854775]Subject to contract
[bookmark: _Toc389398426]No contract will be formed between the customer and the supplier unless and until the customer accepts the supplier’s offer in writing or both parties sign a contract document. 
8. [bookmark: _Toc389398429][bookmark: _Toc392241068][bookmark: _Toc394489264][bookmark: _Toc396731412][bookmark: _Toc460841186][bookmark: _Toc460854776]Compliance 
The supplier must:
(a) (communication) direct all inquiries relating to the Invitation to Offer to the customer’s nominated contact person, and not discuss the Invitation to Offer with any other person except as required to prepare its offer.
(b) (accuracy) ensure that all information provided as part of its offer is complete, accurate, current, and not misleading.
(c) (laws) comply with all Laws.
(d) (confidentiality) keep confidential all confidential information which it obtains as part of the invitation process, not use it except for the purpose of responding to the Invitation to Offer, and not disclose it except to its personnel on a need to know basis for the purpose of responding to the Invitation to Offer, or with the customer’s consent, or to the extent required by Law, or to its professional advisors.
(e) (privacy) if it collects or has access to any personal information in connection with the invitation process, comply as if it was the customer with the privacy principles in the Information Privacy Act or the Australian Privacy Principles in the Privacy Act, as applicable, in relation to that personal information, and comply with all reasonable directions of the customer relating to the personal information.
(f) (no publicity) not make any public announcements or advertisement relating to the invitation process.
(g) (competitive neutrality) if the supplier is a government owned business, local government, or Commonwealth, State or Territory or authority, price its offer to comply with the competitive neutrality principles of the supplier’s jurisdiction.
(h) (personnel) ensure that its personnel also comply with these requirements.
(i) (accuracy of information) ensure that all representations, warranties, declarations, statements, information and documents (“information”) made or provided by the supplier in connection with the invitation process are complete, accurate, up-to-date and not misleading in any way. The supplier must immediately tell the customer if any information is or becomes incomplete, inaccurate, out-of-date or misleading in any way.
9. [bookmark: _Toc394489265][bookmark: _Toc396731413][bookmark: _Toc460841187][bookmark: _Toc460854777][bookmark: _Toc392241069][bookmark: _Toc389398430]Anti-competitive conduct, conflict of interest and criminal organisations
9.1. [bookmark: _Toc394489266][bookmark: _Toc396731414][bookmark: _Toc460841188][bookmark: _Toc460852461][bookmark: _Toc460854778]Anti-competitive conduct
The supplier warrants that neither it, nor its personnel have engaged in any collusive, anti-competitive or similar conduct in connection with the invitation process or any actual or potential contract with any entity for goods and services similar to the goods and services.
9.2. [bookmark: _Toc392241070][bookmark: _Toc394489267][bookmark: _Toc396731415][bookmark: _Toc460841189][bookmark: _Toc460852462][bookmark: _Toc460854779]Conflict of Interest
The supplier warrants that it and its personnel do not hold any office or possess any property, are not engaged in any business or activity and do not have any obligations whereby a conflict of interest is created, or may appear to be created, in conflict with its obligations under these Invitation to Offer Conditions or the proposed contract, except as disclosed in the supplier’s offer. 
The supplier warrants that it will not, and it will ensure that its personnel do not, place themselves in a position that may give rise to a conflict of interest between the interest of the customer and the supplier’s interests during the invitation process.
The supplier warrants that it will immediately notify the customer if any conflict of interest arises after lodgement of the supplier’s offer.
9.3. [bookmark: _Toc392241071][bookmark: _Toc394489268][bookmark: _Toc396731416][bookmark: _Toc460841190][bookmark: _Toc460852463][bookmark: _Toc460854780]Criminal organisation
The supplier warrants that neither it or its personnel:
(a) have been convicted of an offence under the Criminal Code where one of the elements of the offence is that the person is a participant in a criminal organisation within the meaning of section 60A(3) of the Criminal Code; or
(b) are subject to an order under, or have been convicted of an offence under the Criminal Organisation Act 2009 (Qld).
9.4. [bookmark: _Toc394489269][bookmark: _Toc396731417][bookmark: _Toc460841191][bookmark: _Toc460852464][bookmark: _Toc460854781]Warranties are ongoing
The warranties in this section are provided as at the date of the supplier’s response to the Invitation to Offer and on an ongoing basis until the later of the customer notifying the supplier that its offer has been rejected and expiry or termination of any contract entered pursuant to the invitation process (“relevant period”). 
The supplier warrants that it will immediately notify the customer if it becomes aware that any warranty made in this section was inaccurate, incomplete, out of date or misleading in any way when made, or becomes inaccurate, incomplete, out of date or misleading in any way, during the relevant period.
9.5. [bookmark: _Toc394489270][bookmark: _Toc396731418][bookmark: _Toc460841192][bookmark: _Toc460852465][bookmark: _Toc460854782]Breach of warranty
In addition to any other remedies available to it under Law or contract, the customer may, in its absolute discretion (but is not required to), immediately disqualify a supplier that it believes has breached any warranty in this clause. 
10. [bookmark: _Toc392241072][bookmark: _Toc394489271][bookmark: _Toc396731419][bookmark: _Toc460841193][bookmark: _Toc460854783]Supplier confidential information
The customer will keep confidential all confidential information of the supplier which it obtains as part of the invitation process. 
The customer may use supplier confidential information for the purposes of the invitation process.
The customer may disclose supplier confidential information:
(a) to its personnel for the purposes of the invitation process;
(b) as required under the Right to Information Act;
(c) as required by Law;
(d) to a minister, their advisors or Parliament;
(e) to its professional advisors.
The customer may publish information about the invitation process and any resulting Contract on the Queensland Contracts Directory, where required or recommended by Queensland Procurement Policy.
. 
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