




Invitation to Offer (ITO) 
Part C: ITO Response Schedules
[bookmark: _Toc308774946][bookmark: _Toc308697037]Department of <<Insert Department Name>>
ITO Number: 	[ITO reference]
ITO Title: 	[ITO title]
Supplier: 	[Supplier to insert organisation name]
Closing Date: 	[Closing date from Part A]
[bookmark: _Toc410652966][bookmark: _Toc412447584][bookmark: _Toc413157534][bookmark: _Toc401309516][bookmark: _Toc401318339][bookmark: _Toc401318447][bookmark: _Toc401657501][bookmark: _Toc402777635][bookmark: _Toc405543182][bookmark: _Toc406147184][bookmark: _Toc408236743][bookmark: _Toc408473277][bookmark: _Toc408831301][bookmark: _Toc408835801]





	[bookmark: _Toc392235119][bookmark: _Toc392240313]Privacy Notice: The Customer is collecting Personal Information from the Supplier for the purpose of administering the Invitation Process 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 can gain access to Personal Information held by the Customer about the individual in certain circumstances.




	NOTE FOR PROCUREMENT OFFICERS - REMOVE THIS BOX PRIOR TO RELEASE

	This template has been updated to support the introduction of the Ethical Supplier Mandate, from 1 February 2024.
This is a suggested template for agency use in developing the ITO Part C document, which is to form part of the ITO to establish a Contract. Agencies need to ensure that the ITO Part C document, which is ultimately developed, is suitable and appropriate for their individual procurement purposes and complies with all agency policies.
Use this template for releasing ITOs for one-off contracts for goods and services.
[bookmark: _Hlk122430980]This template provides an option to restrict Supplier editing.
Agencies are to:
· Complete yellow fields to reflect ITO requirements. 
· Remove any comments (in the right column). 
· Ensure the Table of Contents is updated. 
· When ready for release, ensure any required editing restrictions are applied to your final document.
All questions in this Response Schedule A should be derived from and address Schedule 1 of Part B. It is advisable that the questions follow the same sequential order as Schedule 1 of Part B for ease of Supplier responses. Direct questions should be asked to address the requirements. It may be beneficial to page limit responses for ease of evaluation. 
Procurement officers must also separately complete Part A: ITO (pdf) and Part B: Contract Details (pdf) and issue with this Part C: ITO Response Schedule.
Instructions to Suppliers are included in bold italics and should be retained in the final version of the ITO.



	NOTE TO SUPPLIERS

	The Invitation to Offer (ITO) contains:
· Part A - Invitation to Offer (ITO) SUPPLIER TO READ AND RETAIN
· Part B – Contract Details SUPPLIER TO READ AND RETAIN 
· Part C – ITO Response Schedules SUPPLIER TO COMPLETE AND RETURN – The Supplier is to complete and submit these Response Schedules and any referenced attachments by the Closing date and time. Refer to Part B - Contract Details, including the referenced terms and conditions, when compiling a response.


[bookmark: _Toc421782080][bookmark: _Toc421278335][bookmark: _Toc421277552][bookmark: _Toc399758731][bookmark: _Toc399757099][bookmark: _Toc392241019][bookmark: _Toc392240924][bookmark: _Toc392240869][bookmark: _Toc392240429][bookmark: _Toc392240299][bookmark: _Toc392235105][bookmark: _Toc389398387]
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[bookmark: _Toc412447589][bookmark: _Toc413157539][bookmark: _Toc412447592][bookmark: _Toc413157542][bookmark: _Toc401309521][bookmark: _Toc401318344][bookmark: _Toc401318452][bookmark: _Toc401657505][bookmark: _Toc402777639][bookmark: _Toc405543187][bookmark: _Toc412447594][bookmark: _Toc413157544][bookmark: _Toc401309526][bookmark: _Toc401318349][bookmark: _Toc401318457][bookmark: _Toc401657510][bookmark: _Toc402777644][bookmark: _Toc405543192][bookmark: _Toc406147192][bookmark: _Toc408473285][bookmark: _Toc408831309][bookmark: _Toc408835809][bookmark: _Toc412447599][bookmark: _Toc413157549][bookmark: _Toc401309539][bookmark: _Toc401318362][bookmark: _Toc401318470][bookmark: _Toc401657523][bookmark: _Toc402777657][bookmark: _Toc405543205][bookmark: _Toc406147205][bookmark: _Toc408473298][bookmark: _Toc408831322][bookmark: _Toc408835822][bookmark: _Toc412447612][bookmark: _Toc413157562][bookmark: _Toc396731371][bookmark: _Toc401309542][bookmark: _Toc401318365][bookmark: _Toc401318473][bookmark: _Toc401657526][bookmark: _Toc402777660][bookmark: _Toc405543208][bookmark: _Toc406147208][bookmark: _Toc408236763][bookmark: _Toc408473301][bookmark: _Toc408831325][bookmark: _Toc408835825][bookmark: _Toc410652987][bookmark: _Toc412447615][bookmark: _Toc413157565][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: _Toc23156935][bookmark: _Toc73967367][bookmark: _Toc158635145][bookmark: _Ref388634053]Schedule A – Response schedules
[bookmark: _Toc394489229][bookmark: _Toc396731375][bookmark: _Toc392240449][bookmark: _Toc392241038][bookmark: _Toc394489230][bookmark: _Toc396731376][bookmark: _Toc399758750]The information in this Schedule A is required for evaluation purposes. 
Prior to completing this Schedule, Suppliers are encouraged to review the ITO Conditions of Offer, available in Part A: Invitation to Offer, Attachment A.
As the Supplier, please respond to all questions in this schedule. All information in this schedule must be complete, accurate, up to date and not misleading.
1. [bookmark: _Toc23156936][bookmark: _Toc73967368][bookmark: _Toc158635146]Supplier information
[bookmark: _Toc392240450][bookmark: _Toc392241039][bookmark: _Toc394489231][bookmark: _Toc396731377][bookmark: _Toc399758751]For the following response questions, refer to Part B: Contract Details, Section 1 General Information and relevant clauses of the Contract Conditions.
	1.1 [bookmark: _Toc73967369][bookmark: _Toc158635147]Supplier details

	(a) Supplier Name
	Insert Supplier legal name
[If Supplier is an individual - specify the full name (including given names and surname) of each individual; 
If Supplier is a partnership - specify the full name of each partner; 
If Supplier is a company – specify the full company name; 
If Supplier is a trust - specify: 
· the legal name of each trustee authorised to make the offer on behalf of the trust; and 
· the name of the trust.]

	(b) Business Name (if applicable)
	Insert details

	(c) Head office address
	Insert details

	(d) Queensland office address
	Insert details

	(e) Supplier legal entity type
	☐ Individual	☐ Company
☐ Partnership	☐ Overseas Incorporated Company
☐ Trust	☐ Other – please specify below

	(f) ABN/ACN (or ABRN)
	Insert details

	(g) Names of other entities participating in a joint offer with the Supplier (if applicable)
	Insert details

	1.2 [bookmark: _Toc73967370][bookmark: _Toc158635148]Supplier’s contact person for this invitation to offer

	(a) Name
	Insert details

	(b) Position
	Insert details

	(c) Email address
	Insert details

	(d) Phone number
	Insert details

	(e) Street address
	Insert details

	(f) Postal address
	Insert details

	1.3 [bookmark: _Toc73967371][bookmark: _Toc158635149]Subcontractor(s) (repeat as necessary or provide attachment)

	The Supplier is to provide details of all subcontractors that the Supplier intends to use and the obligations that will be subcontracted to each subcontractor. For multiple subcontractors, insert additional rows or provide an attachment. 
(Repeat as necessary or provide attachment)

	Not applicable
	☐ Please proceed to question 2. Mandatory requirements 

	(a) Representative Name
	Insert details

	(b) Legal entity type
	Insert details

	(c) Street address
	Insert details

	(d) Postal address
	Insert details

	(e) Obligations
	Insert details

	(f) Is the sub-contractor classified as a small to medium enterprise (SME)*?
*Any business employing fewer than 200 people.
	☐ Yes	☐ No
If Yes, specify the number of people: Insert details

	(g) Is the sub-contractor classified as an Aboriginal business and/or Torres Strait Islander business*?
*At least 50% owned by an Aboriginal person/s and/or a Torres Strait Islander person/s – Queensland Indigenous Procurement Policy.
	☐ Yes	☐ No
If Yes, provide supporting details: Insert details


2. [bookmark: _Toc23156937][bookmark: _Toc73967372][bookmark: _Toc158635150][bookmark: _Toc491772967][bookmark: _Toc411944351][bookmark: _Toc411952708][bookmark: _Toc414371136][bookmark: _Toc418680059][bookmark: _Toc426539081]Mandatory requirements	Comment by Author: Insert any other Mandatory Requirements
Supplier to Note: Offers not meeting the mandatory requirements will be considered non-conforming and may not be evaluated further.
	2.1 [bookmark: _Toc73967373][bookmark: _Toc158635151]Insurance	Comment by Author: The below has been provided as examples only – you will need to consider what your mandatory requirements are. The mandatory requirements specified must be the same as the mandatory requirements specified in Part B with questions relating to those to assist you in determining if the Supplier meets these mandatory requirements or not.

	The Supplier is to confirm details of the insurances required in Part B: Contract Details.

	(a) Workers compensation insurance	Comment by Author: Note: if the person is self-employed and not receiving a company wage (as an employee of the company) then workers compensation insurance will not be available. In this instance, evidence of Income Protection Insurance would be required (and should be included in the Contract Details). It can be included in this section under “Other insurances”. Only WorkCover can advise if the company does not require Workers Compensation Insurance.
	☐ Yes	☐ No
Expiry date: Insert details
If No, Supplier to provide details: Insert details

	(b) Public liability and products liability insurance to the minimum value of $<<insert the minimum value from Part B: Contract Details>>
	☐ Yes	☐ No
Insurance Amount:	Insert details	Comment by Author: Ensure this aligns with minimum insurance required from Part B: Contract Details.
Expiry date:	Insert details
If No, Supplier to provide details: Insert details

	(c) Professional indemnity insurance to the minimum value of $<<insert the minimum value from Part B: Contract Details>>
	☐ Yes	☐ No
Insurance Amount:	Insert details	Comment by Author: Ensure this aligns with minimum insurance required from Part B: Contract Details.
Expiry date: 	Insert details
If No, Supplier to provide details: Insert details

	(d) Other insurances
	☐ Yes	☐ No
Insurance Type: 	Insert details
Insurance Amount: 	Insert details
Expiry date: 	Insert details

	2.2 [bookmark: _Toc73967374][bookmark: _Toc158635152]Ethical Supplier Threshold and Ethical Supplier Mandate

	The Ethical Supplier Threshold sets out the standard for Suppliers to do business with the Queensland Government. If there is a breach of the Threshold, the Supplier will be subject to the Ethical Supplier Mandate.
Compliance with the Ethical Supplier Threshold and Ethical Supplier Mandate is a mandatory requirement of this ITO Process.
The Supplier is to warrant that they will comply with the Ethical Supplier Threshold and Ethical Supplier Mandate.
Note: Under the Ethical Supplier Threshold, answering ‘YES’ to any of the below Threshold questions will make the offer non-conforming and the offer will be assessed in accordance with Part A: Invitation to Offer. 
In assessing the Supplier’s response, the Customer may obtain, and take into consideration, information about the Supplier’s previous compliance with the Ethical Supplier Threshold.
If awarded a Contract following this ITO Process, the Supplier (and their subcontractors) are to comply with the requirements of the <<Basic/General/Comprehensive>> Contract Conditions (version 3.2 - published February 2024) during the Contract Term. 

	Since 1 August 2019, has the Supplier:

	(a) contravened a civil remedy provision of Chapter 2 or Chapter 3 of the Fair Work Act 2009 (Cth), or committed an offence against the Fair Work Act?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(b) contravened a civil remedy provision of Chapter 2, 3, 4, 5 or 7 of the Industrial Relations Act 2016, or committed an offence against the Industrial Relations Act, or failed to pay employment related levies, or other payments, established under Queensland legislation?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(c) failed to make superannuation contributions on behalf of employees in accordance with law?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(d) purported to treat employees as independent contractors, where they are not?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(e) required persons who would otherwise be employees to provide an Australian Business Number so that they could be treated as independent contractors?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(f) engaged persons on unpaid work trials or as unpaid interns, where they should be treated as employees?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(g) entered into an arrangement for the provision of labour hire services with a person who is not licensed under the Labour Hire Licensing Act 2017, or a supplier who is an unlicensed provider under the Act?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	(h) paid employees wages below those provided for in an applicable modern award?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	Since 1 February 2024, has the Supplier:

	(i) received demerit points or been sanctioned under the Ethical Supplier Mandate?
	☐ Yes	☐ No
If Yes, provide details: Insert details

	2.3 [bookmark: _Toc73967375][bookmark: _Toc158635153]Other mandatory requirements section

	The Supplier is to confirm that they meet the other mandatory requirements detailed in Part B: Contract Details – Schedule 1: Requirements.

	(a) Completion of Attachment 2: Local Benefits Test
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	(b) <<Insert detail of other Mandatory Requirements from Part B>>	Comment by Author: e.g. Licences required such as under the Labour Hire Licensing Act.
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details


3. [bookmark: _Toc23156938][bookmark: _Toc73967376][bookmark: _Toc158635154][bookmark: _Toc392241040][bookmark: _Toc394489232][bookmark: _Toc396731378][bookmark: _Toc399758752][bookmark: _Toc411944352][bookmark: _Toc411952709][bookmark: _Toc414371137][bookmark: _Toc418680060][bookmark: _Toc426539082][bookmark: _Toc491772968]General information
	3.1 [bookmark: _Toc73967377][bookmark: _Toc158635155]Financial information

	Suppliers are required to demonstrate that they have the financial capability to provide all the requirements over the term of the Contract. Short-listed Suppliers may be asked to provide further financial information if required by the Customer.

	(a) Are there any significant events, matters or circumstances which have arisen within the past 12 months that could significantly affect the operations of the Supplier?
	☐ Yes	☐ No
If Yes: Insert details

	(b) Are there, or have there been any:
· Bankruptcy and/or de-registration actions; or
· Insolvency proceedings (including voluntary administration, application to wind up, or other similar action)
either actual or threatened, against the Supplier in the past three years? If so, what (if any) remedial action has been taken?
	☐ Yes	☐ No
If Yes: Insert details

	(c) Are there any other factors that could adversely impact the financial ability of the Supplier to successfully perform the obligations contemplated by this ITO?
	☐ Yes	☐ No
If Yes: Insert details

	(d) Does the Supplier acknowledge that, if they are shortlisted, they <<are/may be>> required to provide further financial information (including audited financial statements for the past three years) to verify the Suppliers financial capacity? 
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	(e) Does the Supplier agree, if requested by the State, to engage a consultant to conduct a formal financial capacity assessment?	Comment by Author: Delete if not applicable.
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	(f) Does the Supplier agree, if requested by the State, to allow the State to engage an independent assessor (agent) to conduct financial assessments under conditions of strict confidentiality? Does the Supplier agree to provide the financial information required by the nominated agent?	Comment by Author: Delete if not applicable.
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	3.2 [bookmark: _Toc73967378][bookmark: _Toc158635156]Cap on liability

	(a) Does the Supplier acknowledge acceptance of the cap on liability in relation to the Contract, as specified in Part B – Contract Details, Section X?
If the Supplier seeks to limit its liability in accordance with a binding scheme under the Professional Standards Act 2004 (Qld), then provide details of the scheme and the limits of liability that apply.
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	
	Binding Scheme applicable: Insert details

	
	Summary of liability cap: Insert details

	3.3 [bookmark: _Toc73967379][bookmark: _Toc158635157]Authorisations

	(a) Does the Supplier confirm compliance with the authorisations required under Part B – Contract Details?
· <<list authorisations required>>	Comment by Author: List authorisations required here or specify “not applicable”.
Refer to Part B: Contract Details, Section 1 – General Information, Item 14 – Authorisations.
	☐ Yes	☐ No
☐ Not applicable
If No, Supplier to provide details: Insert details

	3.4 [bookmark: _Toc73967380][bookmark: _Toc158635158]Security requirements

	(a) Does the Supplier accept the security requirements for the performance of its obligations specified in Part B: Contract Details:
· Financial security to the value of <<$ maximum value>>	Comment by Author: Include detail of required securities or specify “not applicable”.
· Performance Guarantee.
Refer to Part B: Contract Details, Section 1 – General Information, Item 16 – Security Requirements.	Comment by Author: List the Security requirements here or specify “not applicable”.
	☐ Yes	☐ No
☐ Not applicable
If No, Supplier to provide details: Insert details

	3.5 [bookmark: _Toc73967381][bookmark: _Toc158635159]Conflict of interest

	(a) Provide details of any actual, potential or perceived Conflict of Interest that exists or may arise in relation to the Invitation Process or performance of the Contract (including any conflict of interest with department staff or other suppliers).
If there is nothing to declare, insert “Nil”.
	Insert details

	3.6 [bookmark: _Toc73967382][bookmark: _Toc158635160]Confidentiality and/or privacy

	(a) Does the Supplier agree to provide Executed Deeds of Confidentiality and/or Privacy of its Personnel?	Comment by Author: If not required – insert/select “Not applicable”.
	☐ Yes	☐ No
☐ Not applicable
If No, Supplier to provide details: Insert details

	3.7 [bookmark: _Toc73967383][bookmark: _Toc158635161]Legislative compliance (Law)

	(a) Does the Supplier comply with the following legislation, which applies to this Contract:	Comment by Author: For example, Disability Discrimination Act (Cth), Labour Hire Licensing Act etc.
<insert> or ‘N/A’ if not applicable
Refer to Part B: Contract Details, Schedule 1 – Requirements.
	☐ Yes	☐ No
☐ Not applicable
If Yes, the Supplier must <<insert details, e.g. attach evidence of their License under this Act>>.
If No, Supplier to provide details: Insert details

	3.8 [bookmark: _Toc73967384][bookmark: _Toc158635162]Small to medium enterprises

	Is the Supplier a small to medium enterprise?
· Small – a business employing less than 20 people.
· Medium – a business employing 20 or more people, but less than 200 people. 
Note: people are both employees and contractors employed by the Supplier.

	(a) Is the Supplier an SME?
	☐ Yes	☐ No
If Yes, select the relevant business size:
☐ Small	☐ Medium

	3.9 [bookmark: _Toc73967385][bookmark: _Toc158635163]Business information

	(a) Provide a brief description of the business and its overall qualifications to meet the requirements. Background information may include the number of years of relevant experience, rate of growth, size, locations, annual turnover etc.
	Insert details

	3.10 [bookmark: _Toc73967386][bookmark: _Toc158635164]Referees

	Please provide details of <<2>> other government customers to which the Supplier has provided Goods and/or Services under the Contract (repeat rows as required).	Comment by Author: Update/add more as required.

	(a) Customer #1
	Insert details

	Contact Name
	Insert details

	Position
	Insert details

	Phone number
	Insert details

	Email address
	Insert details

	Description of Goods and/or Services supplied
	Insert details

	(b) Customer #2
	Insert details

	Contact Name
	Insert details

	Position
	Insert details

	Phone number
	Insert details

	Email address
	Insert details

	Description of Goods and/or Services supplied
	Insert details


4. [bookmark: _Toc23156939][bookmark: _Toc73967387][bookmark: _Toc158635165][bookmark: _Toc392241044][bookmark: _Toc394489237][bookmark: _Toc396731384][bookmark: _Toc399758758][bookmark: _Toc411944358][bookmark: _Toc411952715][bookmark: _Toc414371144][bookmark: _Toc418680067][bookmark: _Toc426539089][bookmark: _Toc491772973]Contract Details
	4.1 [bookmark: _Toc73967388][bookmark: _Toc158635166]Acceptance of Contract Details

	(a) Does the Supplier acknowledge acceptance of the draft content of Part B: Contract Details? 
To avoid doubt, this includes but is not limited to: 
· Insurance 
· Liability 
· << insert more as required>>.
	☐ Yes	☐ No
If the Supplier proposes any additions or changes to the Contract Details, the Supplier is to set them out below.
Supplier may repeat the row in the below table as required.

	Contract Item
	Clause No.
	Reason for change requested
	Change proposed

	[bookmark: Text1]Supplier to insert relevant section title
	[bookmark: Text2]Supplier to insert clause no.
	[bookmark: Text3]Supplier to insert reasons
	[bookmark: Text4]Supplier to insert alternative position and proposed amendments


5. [bookmark: _Toc23156940][bookmark: _Toc73967389][bookmark: _Toc158635167]Terms and conditions
	5.1 [bookmark: _Toc73967390][bookmark: _Toc158635168]Acceptance of Comprehensive Contract Conditions	Comment by Author: Update if using the General Contract Conditions.


	(a) Does the Supplier acknowledge acceptance of the Comprehensive Contract Conditions and the departures or additional provisions applicable to the Comprehensive Contract Conditions detailed in Part B: Contract Details?	Comment by Author: As above.	Comment by Author: As above.
	☐ Yes	☐ No
If the Supplier proposes any additional clauses or any changes to the Comprehensive Contract Conditions, including any changes proposed by the Customer, the Supplier is to set them out below.	Comment by Author: As above.
Supplier is to repeat rows in the below table as required. 

	Contract Item
	Clause No.
	Reason for change requested
	Change proposed

	Supplier to insert relevant section title
	Supplier to insert clause no.
	Supplier to insert reasons
	Supplier to insert alternative position and proposed amendments

	5.2 [bookmark: _Toc73967391][bookmark: _Toc158635169]Acceptance of Invitation to Offer Conditions

	(a) [bookmark: _Hlk156999269]Does the Supplier acknowledge acceptance of the Invitation to Offer Conditions contained within Part A: Invitation to Offer, Attachment A?
	☐ Yes	☐ No


6. [bookmark: _Toc23156941][bookmark: _Toc73967392][bookmark: _Toc158635170]Requirements
For the following questions, refer to Part B – Contract Details, Schedule 1 – Requirements and relevant clauses of the Comprehensive Contract Conditions.	Comment by Author: Update if using General Contract Conditions.
	6.1 [bookmark: _Toc158635171]<<insert title, e.g. Goods and/or Services>>	Comment by Author: Questions may be grouped to align to Part B: Contract Details, Schedule 1 – Requirements.

	(a) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	(b) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	(c) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	(d) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	6.2 [bookmark: _Toc158635172]<<insert title>>	Comment by Author: Delete if not required.

	(a) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	(b) <<insert question>>
<<insert any reference to specific item numbers (if applicable>>
	☐ Yes	☐ No
If No, Supplier to provide details: Insert details

	6.3 [bookmark: _Toc158635173]System security	Comment by Author: Provided for example only. If you require this section, you should discuss this with your ICT business area to ensure that this meets your business needs. Your ICT business area may require additional questions to be asked here.

	(a) Will the Supplier use an ICT system/solution to collect, capture, transfer, store and/or access Customer data to enable the delivery of the Goods and Services under the Contract?
	☐ Yes	☐ No 

	(b) If Yes, to the above:
i. Is the system hosted on-shore in Australia (including data backup and disaster recovery)?
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	ii. Is the system cloud-hosted?
	☐ Yes	☐ No 

	iii. Does the system have either Secure Sockets Layer (SSL) certification or Transport Layer Security (TLS) certification for the online portal?
	☐ Yes	☐ No 

	iv. Does the system meet the requirements detailed in Part B: Contract Details – Schedule 1, Item <<number>>?
	☐ Yes	☐ No 
If No, Supplier to provide details: Insert details

	6.4 [bookmark: _Toc158635174]<<insert title>>	Comment by Author: Delete if not required.

	(a) <<insert question>>
	


7. [bookmark: _Toc23156942][bookmark: _Toc73967393][bookmark: _Toc158635175][bookmark: _Toc392241050][bookmark: _Toc394489243][bookmark: _Toc396731390][bookmark: _Toc399758765][bookmark: _Toc411944365][bookmark: _Toc411952722][bookmark: _Toc414371152][bookmark: _Toc418680074][bookmark: _Toc426539096][bookmark: _Toc491772980]Government objectives
	7.1 [bookmark: _Toc73967394][bookmark: _Toc158635176]Local benefits test

	The Queensland Procurement Policy (QPP) requires Queensland Government Agencies to obtain the best value for money in procurement. Under the terms of the Policy, when assessing value for money, agencies are mandated to conduct a Local Benefits Test for all significant procurement.
As part of the Policy, the Government is seeking to prioritise the use of truly local and regional suppliers through its procurement spend, creating and supporting quality jobs that deliver genuine connections to the community and build capacity and prosperity across regional Queensland. 
The QPP defines “local Supplier” as:
“a supplier of goods or services that maintains a workforce whose usual place of residency (i.e. where they normally live, sleep and eat) is located within a 125 kilometre (km) radius of where the good or service is to be supplied. If a capable local supplier does not exist within the 125 kilometre radius, the radius should be extended progressively to the local region, then Queensland, then Australia, until a suitable supplier is identified”.

	(a) The Supplier is to complete Attachment <<2>> - Local Benefits Test	Comment by Author: Attach Local Benefits Test.
	☐ Yes - Local Benefits Test completed and attached

	7.2 [bookmark: _Toc73967395][bookmark: _Toc158635177]Domestic and family violence policy	Comment by Author: See guidance document on appropriate use of domestic and family violence clauses.

	The Queensland Government is committed to ending domestic and family violence. Through its response to the Not Now, Not Ever report, government recognises that addressing domestic and family violence requires a whole community coordinated response. This means not just government but also businesses, community groups and every individual taking responsibility for creating cultural change.

	(a) Does the Supplier have zero tolerance for domestic and family violence? 
	☐ Yes	☐ No 
Insert details

	(b) Does the Supplier have a workplace response supporting employees affected by domestic and family violence? 
	☐ Yes	☐ No 
☐ Sole trader with no employees

	(c) Does the Supplier have a workplace approach to preventing or addressing domestic and family violence?
	☐ Yes	☐ No 
Insert details

	(d) Describe any formal policies, strategies, and practices the Supplier has in place aimed at preventing or addressing domestic and family violence?
	☐ Yes 	☐ No 	
☐ Sole trader with no employees 
If Yes, attach copies of the document/s and provide summary details below:	Comment by Author: e.g. Commitment statements, provision of information or education programs or other resources to employees, support options such as employee assistance programs, workplace partnerships etc. See Domestic and Family Violence Guide for Government Buyers for more information.
Insert details

	7.3 [bookmark: _Toc494784946][bookmark: _Toc73967396][bookmark: _Toc158635178]Aboriginal and Torres Strait Islander business

	Both the QPP and the Queensland Indigenous Procurement Policy (QIPP) require Queensland Government Agencies to increase the value of Queensland Government procurement spend awarded to Indigenous Businesses to be 3 per cent of addressable spend by 2022. 	Comment by Author: Check for relevant updates of this target and amend as required.
The QIPP defines “Indigenous Business” as:
“… one that is at least 50 per cent or more owned by an Aboriginal person and or a Torres Strait Islander person. It may take the form of a company, incorporated association or trust. For clarity, a social enterprise or registered charity may also be an Indigenous business if it is operating a business.”

	(a) Is the Supplier an Indigenous Business as defined above?
	☐ Yes 	☐ No 

	(b) Is the Supplier certified and published online (e.g. Supply Nation, Black Business Finder)?
	☐ Yes 	☐ No 

	(c) If yes, which site is the Supplier published on? 
	Insert details

	(d) If no, is the Supplier able to produce Statement/s of Indigeneity? 
	☐ Yes 	☐ No 
If Yes, please provide a copy as part of the Suppliers response.

	(e) If responding as part of a consortia offer, is any part of the consortia an Indigenous Business?
	☐ Yes 	☐ No 

	(f) If using sub-contractors, are any of the sub-contractors Indigenous Businesses?
	☐ Yes 	☐ No 
If Yes, provide the following for each Aboriginal and Torres Strait Islander business:
Company Name: Insert details
Anticipated role within the project: Insert details

	7.4 [bookmark: _Toc73967397][bookmark: _Toc158635179]Social objectives

	The Queensland Government is committed to doing business with socially and environmentally responsible suppliers.
Definition of Social Enterprises (Source: Attributed to Social Traders): 
· Are led by an economic, social, cultural or environmental mission consistent with a public or community benefit. 
· Trade to fulfil their mission and derive a substantial portion of their income from trade. 
· Reinvest most of their profit/surplus into the fulfilment of their mission.

	(a) Is the Supplier a Social Enterprise as defined above?
	☐ Yes 	☐ No 
If Yes, please provide details below:
Insert details

	(b) What is the Supplier doing to generate social benefits, such as:
· Engaging with social enterprises or Aboriginal or Torres Strait Islander businesses?
· Creating employment opportunities for disadvantaged or vulnerable jobseekers, such as long-term unemployed people, people with disability, people with a lived experience of mental health conditions or people from culturally and linguistically diverse backgrounds?
	Insert details

	(c) What is the Supplier doing to improve environmental outcomes for Queensland?
	Insert details


8. [bookmark: _Toc23156943][bookmark: _Toc73967398][bookmark: _Toc158635180][bookmark: _Toc392241051][bookmark: _Toc394489244][bookmark: _Toc396731391][bookmark: _Toc399758766][bookmark: _Toc411944366][bookmark: _Toc411952723][bookmark: _Toc414371153][bookmark: _Toc418680075][bookmark: _Toc426539097][bookmark: _Toc430680794][bookmark: _Toc491772981]Price and payment terms
Suppliers are to complete Attachment <<1>>: Pricing Response Schedule to provide details of the offer.	Comment by Author: Include Pricing Schedule as an attachment if required or delete this sentence and include price schedules below.
	8.1 [bookmark: _Toc73967399][bookmark: _Toc158635181]Pricing

	(a) Does the Supplier confirm completion of Attachment <<1>>: Price Response Schedule?
	☐ Yes 	☐ No 

	(b) Has pricing been provided in Australian Dollars?
	☐ Yes 	☐ No 

	(c) Are the Prices Firm or Fixed for the Contract term?
· Firm – the price does not change for the period of the Contract term.
· Fixed – the price is firm in time and is subject to changes in economic circumstances, for example, consumer price index, exchange rates, raw materials, labour rates.
	☐ Firm 	☐ Fixed
If Prices are Fixed, the Supplier is to detail how, following the initial agreed period, Prices will be varied.
Insert details

	(d) The Supplier is to detail any assumptions in the offered Price and/or Pricing structure.
	Insert details

	(e) The Supplier is to detail any additional pricing/fees associated with the Contract.
	Insert details

	8.2 [bookmark: _Toc73967400][bookmark: _Toc158635182]Price reviews (including during any extension period(s))

	(a) If all or some of the Prices will be changed during the term of the Contract, the Supplier must clearly set out the times that the review will occur (including whether the Prices will change during the initial term or the applicable extension options).
	Insert details


9. [bookmark: _Toc23156944][bookmark: _Toc73967401][bookmark: _Toc158635183][bookmark: _Toc392241048][bookmark: _Toc394489241][bookmark: _Toc396731388][bookmark: _Toc399758762][bookmark: _Toc411944362][bookmark: _Toc411952719][bookmark: _Toc414371149][bookmark: _Toc418680072][bookmark: _Toc426539094][bookmark: _Toc491772978]Governance
	9.1 [bookmark: _Toc73967402][bookmark: _Toc158635184]Account and relationship management

	Authorised Representatives must have authority to provide consents, approvals, instructions and directions on behalf of the Supplier. The primary contact person will be the person whom the Customer contacts about the Contract and to whom the Customer delivers all notices under the Contract.

	(a) Provide a primary and secondary point of contact to manage the Contract.
	Primary Contact

	
	Contact person
	Insert details

	
	Position
	Insert details

	
	Phone number
	Insert details

	
	Street address
	Insert details

	
	Postal address
	Insert details

	
	Email address
	Insert details

	
	Secondary Contact

	
	Contact person
	Insert details

	
	Position
	Insert details

	
	Phone number
	Insert details

	
	Street address
	Insert details

	
	Postal address
	Insert details

	
	Email address
	Insert details

	9.2 [bookmark: _Toc73967403][bookmark: _Toc158635185]Performance measurement and review 

	(a) Does the Supplier agree to comply with the performance measurements and review process proposed by the Customer in Part B: Contract Details – Schedule 4 – Governance?
	☐ Yes 	☐ No 
If No, provide details regarding proposed changes to the Governance process.
Insert details

	9.3 [bookmark: _Toc73967404][bookmark: _Toc158635186]Report requirements 	Comment by Author: The below is provided as examples only.

All reporting requirements should be identified here and within Part B: Schedule 4 – SOA Governance, item 1: reporting requirements.
It is important to make sure these align.

Amend as required.

	(a) Does the Supplier confirm that their reporting system currently includes the required functionality and content to deliver the reports in Excel format as described in Part B – Contract Details, Schedule 4, Item <<insert no.>>?
Note: shortlisted Suppliers may be required to provide a demonstration of their reporting system’s capability prior to the Contract award.
	☐ Yes 	☐ No 

	(b) Does the Supplier have the ability to provide quarterly reports within <<ten>> Business Days from the end of the reporting period.
	☐ Yes 	☐ No 

	(c) Does the Supplier have the ability to meet the Minimum reporting requirements:
i. Reports provided in a spreadsheet (e.g. Microsoft Excel or other agreed format) detailing invoiced sales for the reporting period?
	

☐ Yes 	☐ No 

	ii. Reports include:
A. Customer name (and work unit)
B. Invoice date
C. Invoice number
D. Good/Service description/name
E. Quantity invoiced 
F. Quantity delivered
G. Freight and other charges (ex. GST) 
H. Additional savings/value adds (ex. GST)
I. Number of complaints received, action taken to resolve complaints and the timeframe for resolution reported to the department six monthly.
	
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 
☐ Yes 	☐ No 

☐ Yes 	☐ No 

	(d) If the Supplier answered No to any reporting requirements listed above and propose to enhance systems to meet the requirements specified, please provide details of the enhancements and a timeframe for completion.
	Insert details


10. [bookmark: _Toc73967405][bookmark: _Toc158635187][bookmark: _Toc23156945]Online services	Comment by Author: If there are elements that could be delivered through an ICT system online (including data storage), include the ‘As a Service Questionnaire’ as an attachment and add Attachment Number noting other attachments (e.g. Pricing Response Booklet). 

Remove if not applicable. 

The ‘As a Service Questionnaire’ contains questions regarding information management and information security which should be considered – please check with your ICT area to ensure that they do not require any additional information to be asked. Your ICT area may have its own As a Service Questionnaire, feel free to use that – the one provided may give you some additional ideas.
The Supplier is to complete the ‘As a Service Questionnaire’ (refer to Attachment <<3>> of Part C).
	10.1 [bookmark: _Toc158635188]As a Service Questionnaire

	(a) The Supplier it to complete Attachment <<3>> of Part C: ITO Response Schedule, As a Service Questionnaire
	☐ Yes - As a Service Questionnaire completed and attached
☐ No - Advise as to why this was not completed.	Comment by Author: If this is not completed, you may need to go back to the supplier to address any specific concerns your ICT area may have with their solution and they may need to address other prudent questions. 

The ‘As a Service Questionnaire’ is a good starting point to enable you to assess the levels of ICT, information management and information security risks.

If you know that online services are what you need, you may want to make this mandatory to complete.
Insert details


11. [bookmark: _Toc73967406][bookmark: _Toc158635189]Value-adds
Please set out any other information relevant to the ITO and which a reasonable person would think may affect the Customer’s decision whether to enter a Contract with the Supplier.
Clearly indicate the purpose of the additional information and which part of the offer the additional information relates to. Where the additional information relates to an earlier item in this Part C: ITO Response Schedule, the Supplier is to include a reference to the applicable section number. Keep the information brief and to the point.
The Customer is not required to consider any additional information that the Customer did not specifically request.
	Insert details



 	Department of <<Insert Department Name>>



Part C: ITO Response Schedules	4
[bookmark: _Toc23156946][bookmark: _Toc73967407][bookmark: _Toc158635190]Schedule B – Alternative and Innovative offers
Suppliers are only required to complete this Schedule if they are submitting more than one offer in response to this ITO or this offer is an Innovative offer.
1. [bookmark: _Toc411944371][bookmark: _Toc411952728][bookmark: _Toc414371158][bookmark: _Toc418680080][bookmark: _Toc426539102][bookmark: _Toc491772986][bookmark: _Toc73967408][bookmark: _Toc158635191][bookmark: _Toc447701677][bookmark: _Toc389398419][bookmark: _Toc392241057]Alternative offers, innovation and improvements
The Customer 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 and meet the Customer’s objectives. If the Supplier wishes to make an alternative offer, it must set out details of its alternative offer/suggested innovations or improvements in this Schedule (by answering the questions below.)
For the purpose of this Invitation Process:
· An Alternative offer is a second offer (or more) made by a Supplier in addition to its first or original offer. An Alternative offer may or may not also be an Innovative offer.
· An Innovative offer is an offer that may not meet one or more of the mandatory requirements set out in the Evaluation section of Part A - ITO or within Part B - Contract Details, but the Supplier believes they should be considered because its unique characteristics provide substantial benefits to the Customer without compromising outcomes.
Suppliers submitting an Alternative offer or Innovative offer are to: 
· Submit each Alternative offer as a separate unique offer for each and every Alternative offer.
· Complete Part C: ITO Response schedules for each Alternative offer or Innovative offer.
	1.1 [bookmark: _Toc158635192]Alternative offer (multiple offers)

	(a) Is the Supplier submitting more than one offer in response to this Invitation to Offer?
	☐ Yes 	☐ No 
If Yes, how many offers is the Supplier submitting in total? Insert details
What number is this offer (1st, 2nd etc.)? Insert details

	1.2 [bookmark: _Toc158635193]Innovative offer	Comment by Author: Page limits on responses may be useful for this section.

	(a) Is the Supplier submitting an Innovative offer?
	☐ Yes 	☐ No 
If Yes, complete the response questions below or reference the attachment addressing the response questions.

	(b) What is the Supplier’s suggested innovation?
	Insert details

	(c) Outline which mandatory requirement this Innovative offer may not meet and how?
	Insert details

	(d) What are the benefits of the Innovative offer?
	Insert details

	(e) Explain how the Supplier’s innovative offer delivers better value for money and/or better achieves the Customer’s objectives?
	Insert details

	(f) Outline any assumptions on which the Supplier claims benefits are based?
	Insert details

	(g) Is there any other important information that the Customer should know about the Innovative offer?
	Insert details




[bookmark: _Toc23156947][bookmark: _Toc73967409][bookmark: _Toc158635194]Checklist for Suppliers submitting an offer
Suppliers may use this checklist to assist with submitting a conforming offer. However, the list is not exhaustive and should not be relied upon as the sole quality check.
	Question
	Supplier Response

	Has the Supplier provided a current Certificate of Currency for insurances required?
	☐ Yes 	☐ No 
If No, a copy of certificates will be required prior to entering into any Contract.

	Has the Supplier read and understood the ITO Conditions, as referenced in Part A: ITO – Attachment A?
	☐ Yes

	Has the Supplier read and understood the Contract Conditions, as referenced in Part B: Contract Details?
	☐ Yes

	Has the Supplier signed their offer and acknowledged receipt of any Addendum issued by the Customer during the ITO Process on the ‘Supplier submission of offer’ page in Part C: ITO Response Schedules?
	☐ Yes

	Has the Supplier answered all questions and responded to all requirements in full, as applicable and specified in Part C: ITO Response Schedules, including any Attachments?
	☐ Yes

	Has the Supplier referred to the “How offers are to be submitted” section in Part A: ITO to ensure their response to the ITO is provided as requested? 
	☐ Yes

	Has the Supplier completed the Local Benefits Test?
	☐ Yes

	Has the Supplier completed the As A Service Questionnaire?	Comment by Author: Delete if not applicable.
	☐ Yes

	Has the Supplier attached the completed Pricing Schedule?
	☐ Yes

	Has the Supplier provided the Key Personnel forms and documents as required?
	☐ Yes


[bookmark: _Toc396731402][bookmark: _Toc396731403][bookmark: _Toc392235140][bookmark: _Toc392239471][bookmark: _Toc392240469][bookmark: _Toc392240909][bookmark: _Toc392240963][bookmark: _Toc392241061][bookmark: _Toc23156948][bookmark: _Toc73967410][bookmark: _Toc158635195]
Supplier execution of an offer
[bookmark: _Toc158635196]Acknowledgements and certifications
The Supplier:
(a) accepts the Invitation to Offer Conditions contained in Part A: ITO. 
(b) offers to enter into the Contract on the terms described in the Supplier’s offer and the Invitation to Offer Conditions and acknowledges its offer is open for acceptance during the Offer Validity Period. 
(c) certifies that the Supplier 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.
(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 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 accepts the Supplier’s offer, the Customer will enter into a Contract 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.
(g) acknowledges that all the Addenda (if any) are included in and form part of the Supplier’s offer.
Addenda received?	 ☐ Yes 	☐ No
If Yes, provide details of the Addenda received in the table below. 
Supplier is to repeat rows in the below table as required.
	Addendum Number
	Addendum Title 

	Supplier to insert Addendum no.
	Supplier to insert Addendum Title



[bookmark: _Toc158635197]Execution of offer
	
Date: 	

EXECUTED for and on behalf of:

	
<<Insert Name of Supplier>>
by its authorised representative, in the presence of:


	
Signature of witness

	
Name of witness (block letters)

	
Address

	

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




	
Signature of an 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 the authorised representative
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