





















































Analysis / Comment

Negotiate and Apply Due Diligence

Y N
O O Checked for any financial and technical issues to be addressed?

[0 O Checked for provision of guarantees and insurance?

Analysis / Comment

Finalise and Award Contract

Y N
0 O Checked the approval to award contract?

O O Viewed the final contract and schedules?
0 O Checked contract execution?

0 O Checked advice to unsuccessful tenderers?
00 O Attend post tender de-briefings?

Analysis / Comment
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LG Act Description Compliance Comment
& Reg Refer Yes | No | N/A
F&G Reg 21 * Local Government can seek expression of interest for o o o
supply of goods and services.
« Statewide public notice to be given refer Reg 14 and O O O
LGA 1.7 and 1.8.
« Notice to include Refer 14(3). O | O
F&G Reg 22 Minimum time for giving public notice at least 14 days. O 0 O
F&G Reg 24 Persons expressing interest to be notified of outcome. O m} O
LGA Section 5.41 Function of CEO observed. O O 0
Addenda to provide any additional information conveyed to O O O
all potential tenderers to be issued no less than five days
prior to deadline.
Register of all suppliers who have collected or issued a O O O
tender by maintained.
Late tenders clearly marked. O O O
Evaluation panel prior to scoring determined which tenders a ] 0
do not comply with the requirements of the tender
document.
Scoring of tender:
« Evaluation matrix developed. O O O
« Tender evaluated against selection criteria and O O O
weighting stipulated in the tender document.
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vii. The panel will then examine and discuss the price schedules
submitted. Panel members should compare the consensus scores and
prices submitted by respondents to determine which submission
represents best value for money.

viii.  The project officer should validate prices submitted against any
schedules submitted, ensuring computations are correct.

iX. The panel will then make its recommendation on which submission
should be accepted wholly based on the assessment results.

X In the event that the panel cannot reach a unanimous decision, a
majority decision may be accepted subject to the approval of the
Director or CEO.

Xi. Following completion of the evaluation, an Evaluation Report should

be prepared with the recommendation for awarding of the tender.
This is a confidential document to be included with the officer
recommendation for Council.

Confidentiality

The tender, expressions of interest or quotation under consideration is to be
treated as confidential and details shall not be divulged outside the evaluation
panel.

Minute Taking and Record Keeping

The Project officer or a nominated member of the panel shall be responsible
for the taking of notes at the evaluation panel meeting.

The notes shall provide details of the date, location and attendance as well as
significant points raised during discussions, identifying decisions made by the
panel and action to be taken.

The Project Officer must ensure that Declarations of Confidentiality and
Interest, Compliance Sheets, Score Sheets, Comparative Price schedule,
Evaluation matrix, notes and any other correspondence or reports are saved
either electronically or manually.

Procedural Fairness
The Directorate / Unit engaged in purchasing goods and services from the

private sector must ensure that their evaluation process meets appropriate
standards of probity as panel members should be concerned:

o To ensure that Contractors / suppliers have received a fair process of
evaluation.
B Failure to follow a fair process could lead to the submission being

subject to judicial review with the possibility of recommencement of
the Tender / EOI / Quote being required and this being costly in terms
of time and resources.

25



11. Tender Documentation — Forms
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| PART 1 READ AND KEEP THIS PART

1.8 SELECTION CRITERIA
The Principal has adopted a best value for money approach to this Tender.
The Contract will be awarded to a sole or panel of Tenderer(s), who best demonstrates
the ability to provide quality products at a competitive price. The Tendered prices will be
assessed with the following qualitative and compliance criteria to determine the most
advantageous outcome to the Principal.
This means that, although price is considered, the Tender containing the lowest price
will not necessarily be accepted, nor will the Tender ranked the highest on the
qualitative criteria.

1.9 COMPLIANCE CRITERIA

These criteria will not be point scored. Each Tender will be assessed on a Yes/No basis
as to whether the criterion is satisfactorily met. An assessment of ‘No’ against any
criterion may eliminate the Tender from consideration.

Description of Compliance Criteria Yes / No

(a) Compliance with the Specification contained in the Reguest.

(b) Compliance with the Conditions of Tendering this Request.

(c) Compliance with and completion of the Price Schedule.

(d) The Quality Assurance requirement for the Request is:
Documented procedures should be in place.
Your organisation complies with this requirement.

(e) Compliance with the Delivery Date.

(f) Compliance with attendance to any mandatory tender briefing /
site inspection

Shire of Kalamunda RFT Number and Title
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[ PART 3 COMPLETE AND RETURN THIS PART

3.24 SUB-CONTRACTORS
Do you intend to Sub-Contract any of the Requirements? Yes a
No
If Yes, attach details of the Sub-Contractor(s) including the name, | Attachment 6
address, location of premise and the number of people employed and
label it “Attachment 6. a

Tick~if attached

3.25 CONFLICT OF INTEREST
Will any actual or potential conflict of interest in the performance of | yes
your obligations under the Contract exist if you are awarded the
Contract, or is any such conflict of interest likely to arise during the | np
Contract?
If Yes, please supply in an attachment details of any actual or potential | Attachment 7
conflict of interest and the way in which any conflict will be dealt with
and label it ‘Attachment 7", a

Tickv'if attached
3.2.6 FINANCIAL POSITION
Are you presently able to pay all your debts in full as and when they fall | Yes (]
due?

No (]
Are you currently engaged in litigation as a result of which you may be | yes O
liable for $50,000 or more?

No O
If you are awarded the Contract, will you be able to fulfil the | yes [}
Requirements from your own resources or from resources readily
available to you and remain able to pay all of your debts in full as and | ng ]

when they fall due?

Attach a financial profile for you and each of the other proposed
Contracting entities together with a list of financial referees and label it
‘Attachment 8".

Attachment 8
(]

Tickv'if attached

Shire of Kalamunda RFT Number and Title
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QUALITATIVE CRITERIA

|:| From the evaluation guide methodically work through the qualitative criteria.
(Eg. Demonstrated experience, skills, resources, demonstrated understanding)

D Refer to the Comparative Price Schedule and make any comments.

(Eg. Fixed or variable price offered? If variable has the methodology been included? Are there
any prices missing? Does the price include GST?)

D Peruse the whole document and note any additional issues that may surface.
(Eg. Quality Assurance, value added benefits, risk management checks etc.)

Z:\EA to CEO\TENDER EVALUATION CHECKLIST - PT1.docx
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