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Invitation to Offer (ITO)
Standing Offer Arrangement - ICT Products and/or Services

[bookmark: _Toc308774946][bookmark: _Toc308697037]<<Principal >>
Invitation Title: <<insert>>
Reference No: 	<<insert>>
Date of Issue:	<<insert>>



Invitation to Offer Template (ITO) – Standing Offer Arrangement - ICT Products and/or Services – Issued February 2020 – Version 1.0.0

	[bookmark: _Toc396731355][bookmark: _Toc394489210][bookmark: _Toc392241017][bookmark: _Toc392240922][bookmark: _Toc392240867][bookmark: _Toc392240427][bookmark: _Toc392240297][bookmark: _Toc392235103][bookmark: _Toc411944329][bookmark: _Toc411952686][bookmark: _Toc414371114][bookmark: _Toc418680037][bookmark: _Toc426539059][bookmark: _Toc389398386]INSTRUCTIONS FOR USING THIS DOCUMENT (TO BE DELETED BEFORE SENDING TO SUPPLIER): 
This is the standard form Invitation to Offer for the establishment of a Standing Offer Arrangement for ICT Products and/or Services. 
It is appropriate for use where the government agency is conducting an open or closed tender process for Standing Offer Arrangements under the QITC framework.
[bookmark: _Toc396731356][bookmark: _Toc394489211][bookmark: _Toc411944330][bookmark: _Toc411952687][bookmark: _Toc414371115][bookmark: _Toc418680038][bookmark: _Toc426539060][bookmark: _Toc392074708][bookmark: _Toc392066978][bookmark: _Toc389662774][bookmark: _Toc389407976][bookmark: _Toc393457193][bookmark: _Toc392241018][bookmark: _Toc392240923][bookmark: _Toc392240868][bookmark: _Toc392240428][bookmark: _Toc392240298][bookmark: _Toc392235104]Guidance Notes are available on the ICT templates webpage to help the Customer/Principal complete this document. 
The Principal needs to fill out all yellow highlighted sections with details of the Principal’s requirements.
The Principal is to delete all highlighting before giving the Invitation to Offer to potential Suppliers.
The Principal must separately complete and issue with this Invitation to Offer the Standing Offer Arrangement Details – ICT Products and/or Services.  
Instructions to Suppliers are included in bold italics. The Principal should retain the instructions to Suppliers in the final version of the Invitation to Offer.
Schedule C of the document refers to the standandised SOA ITO Conditions and should not be altered.
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1. [bookmark: _Ref388712779][bookmark: _Toc32498359]
Information about the opportunity 
This section sets out information about the Invitation Process, the Principal’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 Supplier’s Offer.
The Supplier must not make any changes to section 1 of the Invitation to Offer.
[bookmark: _Toc32498360]Summary of opportunity and Principal objectives 
<< Principal to insert a brief summary of the opportunity. What is the scope of this ITO? What is the Principal looking for?>> 
The Principal has issued this Invitation to Offer with the objectives of: 
<<Principal to list objectives>>.
[bookmark: _Toc32498361]Closing date and time
Offers must be lodged by <<time am/pm>> Australian Eastern Standard Time on <<day of the week, day, month, year>>.
[bookmark: _Toc32498362]Indicative timetable
Indicative timetable (subject to change)
See guidance note
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 <<SOA>> start date
<<insert>>
[bookmark: _Toc32498363]Briefing session
<<If the Principal is not holding a briefing session with Suppliers then delete this section or insert “Not applicable”.>>
The 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.>>
[bookmark: _Toc32498364]Evaluation 
The Principal is not evaluating Offers on the sole criterion of price. The criteria against which the Supplier’s Offer will be evaluated includes:
a) capability and relevant experience;
b) ability to meet the Requirements and the Principal objectives;
c) quality;
d) cost and value for money;
e) contract compliance; 
f) the creation of employment opportunities for <<insert jobseeker target group eg disadvantaged and vulnerable Queenslanders/people with a disability>>;
g) <<[insert other such as any social procurement criteria]>>; and
h) opportunities for innovation and improvement (see Schedule B).
The following criteria are mandatory:
a)	the Supplier must comply with the Ethical Supplier Threshold; and
b)	<<Insert other mandatory criteria if relevant>>. 



[bookmark: _Toc32498365]Documents in the Invitation to Offer which Supplier needs to complete and return
This Invitation to Offer is made up of the following documents.
	
	Document
	Instructions to Supplier

	1.
	Invitation to Offer 
	Provides details of Offer conditions, timetable, contacts, evaluation criteria and other general information. Supplier to retain.

	
	· Schedule A
(Response Schedule)
	Supplier to complete, sign and return with Offer.

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

	
	· Schedule C 
(SOA Invitation to Offer Conditions)
	Supplier to retain.

	2.
	SOA terms - establishing a SOA between the Principal and Supplier
	<<The SOA Details must be completed by the Principal as much as possible and issued to the Supplier to complete and return with its Offer.>> 
Supplier to complete and return draft SOA Details and other applicable documents which are provided as part of this Invitation to Offer.


0. [bookmark: _Toc491247427][bookmark: _Toc491247431][bookmark: _Toc490146451][bookmark: _Toc490146459][bookmark: _Toc490146463][bookmark: _Toc490146467][bookmark: _Toc490146475][bookmark: _Toc490146484][bookmark: _Toc32498366]Formation of a SOA
[bookmark: _Ref388633912][bookmark: _Ref388628289]A SOA will not be formed until all the SOA documentation is agreed to and the SOA is signed by appropriate representatives of both parties.
0.1 [bookmark: _Toc32498367]Offer Validity Period
Offers must remain open and capable of being accepted by the Principal for a minimum period of 120 days. 
0.2 [bookmark: _Toc32498368]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 Offer Validity Period;
d) satisfy all mandatory requirements;
e) respond to all sections of this Invitation to Offer document in full;
f) include completed draft SOA Details and any associated documents referred to in the SOA Details.;
g) <<insert other minimum requirements if applicable>>.
0.3 [bookmark: _Toc32498369]Offer clarifications or questions
All clarifications or questions related to the Invitation to Offer must be communicated in writing directly to the Principal contact identified in 1.13.
0.4 [bookmark: _Toc32498370]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>>.
<<If the Principal asks, the Supplier must also provide a copy of its response to the draft SOA Details, and SOA Module Orders in Microsoft Word <<insert version numbers if relevant>> format.>> 
[bookmark: _Toc25823693][bookmark: _Toc25823747]See guidance note
0.5 [bookmark: _Toc396731371][bookmark: _Toc32498371][bookmark: _Ref388646620]SOA Invitation to Offer Conditions 
The SOA Invitation to Offer Conditions are set out in Schedule C. 
See guidance note 
0.6 [bookmark: _Ref411245705][bookmark: _Toc32498372]Principal contact
The Principal’s contact person/s for the Invitation to Offer: 

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

Name: 		<<insert>>
Position: 	<<insert>>
Agency:	<<insert>>
Email: 		<<insert>>
0.7 [bookmark: _Toc32498373] Complaints
If at any time during the Invitation Process, a Supplier considers they have been unreasonably or unfairly treated and the issue has not been able to be resolved with the Principal contact person, the Supplier may request for the issue to be dealt with in accordance with the Principal’s complaint management process and directed to:
Complaint Management	
Name: 		<<insert>>
Position:	<<insert>>
Agency:	<<insert>>
Email address: <<insert>>
[bookmark: _Toc32498374][bookmark: _Toc392235119][bookmark: _Toc392240313]Privacy Notice
The Principal is collecting Personal Information from the Supplier for the purpose of administering the Invitation Process, SOA and Contracts formed under the SOA. 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 Principal about the individual in certain circumstances.
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[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]
 << /Principal Name>> <<ITO title and reference no.>>					[Date]
<<Principal Name>> <<ITO title and reference no.>>							[Date]
2. [bookmark: _Toc32498375] Schedule A – Response Schedule
[bookmark: _Toc394489229][bookmark: _Toc396731375][bookmark: _Toc411944349][bookmark: _Toc411952706][bookmark: _Toc414371134][bookmark: _Toc418680057][bookmark: _Toc426539079][bookmark: _Toc392240449][bookmark: _Toc392241038][bookmark: _Toc394489230][bookmark: _Toc396731376][bookmark: _Toc399758750]The information in this schedule is required for evaluation purposes. 
As the Supplier, please respond to all questions in this schedule. All information must be complete, accurate, up to date and not misleading. 
<<This Schedule is ‘free text’ – the 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 Principal sees fit. All questions should directly link to the evaluation criteria specified earlier in the Invitation to Offer.>> 
<<Note:  Review the example clauses set out in the Social Procurement Clauses factsheet issued by the Office of the Chief Adviser – Procurement and insert appropriate clauses>>
2.1 [bookmark: _Toc411944350][bookmark: _Toc411952707][bookmark: _Toc414371135][bookmark: _Toc418680058][bookmark: _Toc426539080][bookmark: _Toc32498376]Supplier details
Please provide your details, including the full legal name and contact details of any other entities which are participating in a joint Offer.
Supplier Name:
Name:
ABN/ACN (or ABRN):
Names of other entities participating in a joint Offer with the Supplier:
Insert details or “Not applicable”.
Contact person for this Invitation to Offer:
Name:
Position:
Email address:
Phone number:
Postal address:
2.2 [bookmark: _Toc32498377]Ethical Supplier Threshold
It is a mandatory criteria that the Supplier must comply with the Ethical Supplier Threshold.  Please provide the following details about the Supplier:
At any time from 1 August 2019, has the Supplier: 
	|_| Yes	|_| No
	(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
	(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
	(c) failed to make superannuation contributions on behalf of employees in accordance with law?

	|_| Yes	|_| No
	(d) purported to treat employees as independent contractors, where they are not?

	|_| Yes	|_| No
	(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
	(f) engaged persons on unpaid work trials or as unpaid interns, where they should be treated as employees?

	|_| Yes	|_| No
	(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
	(h) paid employees wages below those provided for in an applicable modern award?


If the Supplier answered "yes" to any of the above, insert details about the "yes" response in a separate page attached to this document.
2.3 [bookmark: _Toc32498378][bookmark: _Toc392240450][bookmark: _Toc392241039][bookmark: _Toc394489231][bookmark: _Toc396731377][bookmark: _Toc399758751][bookmark: _Toc411944351][bookmark: _Toc411952708][bookmark: _Toc414371136][bookmark: _Toc418680059][bookmark: _Toc426539081]Financial Information 
See guidance note
2.4 [bookmark: _Toc396731378][bookmark: _Toc399758752][bookmark: _Toc411944352][bookmark: _Toc411952709][bookmark: _Toc414371137][bookmark: _Toc418680060][bookmark: _Toc426539082][bookmark: _Toc32498379][bookmark: _Toc392241040][bookmark: _Toc394489232]Conflict of interest
Please provide details of any possible Conflict of Interest that exists or may arise in relation to the Invitation Process, or performance of the SOA (if you, as the Supplier are successful).
If there is nothing to declare, insert “Nil”.
Supplier to insert response

2.5 [bookmark: _Toc414371138][bookmark: _Toc418680061][bookmark: _Toc426539083][bookmark: _Toc32498380][bookmark: _Toc396731379][bookmark: _Toc399758753][bookmark: _Toc411944353][bookmark: _Toc411952710]Small to medium enterprises
Please indicate how many people you employ by marking one of the boxes below:
|_|	   0 to 50 Employees     |_|	51 to 200 Employees      |_|	201+ Employees
Note: As a guide, people are both employees and contractors employed by the supplier.
2.6 [bookmark: _Toc414371139][bookmark: _Toc418680062][bookmark: _Toc426539084][bookmark: _Toc32498381]Background Information
2.6.1 [bookmark: _Toc392241041][bookmark: _Toc394489233][bookmark: _Toc396731380][bookmark: _Toc399758754][bookmark: _Toc411944354][bookmark: _Toc411952711][bookmark: _Toc414371140][bookmark: _Toc418680063][bookmark: _Toc426539085]Supplier overview 
Please provide a brief description of the 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. Please limit your response to this question to <<1>> page.
Supplier to insert response.
2.6.2 [bookmark: _Toc392241042][bookmark: _Toc394489234][bookmark: _Toc396731381][bookmark: _Toc399758755][bookmark: _Toc411944355][bookmark: _Toc411952712][bookmark: _Toc414371141][bookmark: _Toc418680064][bookmark: _Toc426539086]Differentiating factors 
What differentiates the you from your competitors? What is it about the your Offer that you believe is unique to your Offer? Limit your response to <<1>> page.
Supplier to insert response.
2.7 [bookmark: _Toc392241043][bookmark: _Toc394489235][bookmark: _Toc396731382][bookmark: _Toc399758756][bookmark: _Toc411944356][bookmark: _Toc411952713][bookmark: _Toc414371142][bookmark: _Toc418680065][bookmark: _Toc426539087][bookmark: _Toc32498382]Referees
Please provide details of <<insert 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.
Supplier to insert response.
2.8 [bookmark: _Toc394489236][bookmark: _Toc396731383][bookmark: _Toc399758757][bookmark: _Toc411944357][bookmark: _Toc411952714][bookmark: _Toc414371143][bookmark: _Toc418680066][bookmark: _Toc426539088][bookmark: _Toc32498383][bookmark: _Toc392241044]Overview of the Supplier’s Offer
Please provide an overview of your Offer to supply to the eligible Customers under the SOA, demonstrating how the Principal’s requirements will be met. This can be a summary of the detailed requirements/specifications that will appear in the SOA.
Please insert the detail to be included in the SOA specific to the supply of the ICT Products and/or Services under Contracts to be entered under the SOA, comprehensively addressing the Principal’s requirements. 
Supplier to insert response
2.9 [bookmark: _Toc394489237][bookmark: _Toc396731384][bookmark: _Toc399758758][bookmark: _Toc411944358][bookmark: _Toc411952715][bookmark: _Toc414371144][bookmark: _Toc418680067][bookmark: _Toc426539089][bookmark: _Toc32498384]Relevant experience
Provide enough information about recent (and relevant) experience to demonstrate your capability to meet the requirements. What is your recent track record in providing the same/similar Products and/or Services? The response to this question should be limited to <<2>> pages.
Supplier to insert response
2.10 [bookmark: _Toc392241045][bookmark: _Toc394489238][bookmark: _Toc396731385][bookmark: _Toc399758759][bookmark: _Toc411944359][bookmark: _Toc411952716][bookmark: _Toc414371145][bookmark: _Toc418680068][bookmark: _Toc426539090][bookmark: _Toc32498385]Capacity and capability
<< Principal to insert question here if required.>>
Supplier to insert response
2.11 [bookmark: _Toc414371146][bookmark: _Toc418680069][bookmark: _Toc426539091][bookmark: _Toc32498386][bookmark: _Toc392241046][bookmark: _Toc394489239][bookmark: _Toc396731386][bookmark: _Toc399758760][bookmark: _Toc411944360][bookmark: _Toc411952717]Ability to meet timeframes
<< Principal to insert question here if required. For example: “The Supplier must provide a high-level schedule for performing the work, including any applicable lead times, phases of work and key deliverables, and estimated timeframes to complete phases of work. Include any assumptions that the Supplier has made in preparing the high-level schedule.”
Supplier to insert response
2.12 [bookmark: _Toc414371147][bookmark: _Toc418680070][bookmark: _Toc426539092][bookmark: _Toc32498387]Quality
<< Principal to insert question/s here if required.>>
Supplier to insert response
2.13 [bookmark: _Toc392241047][bookmark: _Toc394489240][bookmark: _Toc396731387][bookmark: _Toc399758761][bookmark: _Toc411944361][bookmark: _Toc411952718][bookmark: _Toc414371148][bookmark: _Toc418680071][bookmark: _Toc426539093][bookmark: _Toc32498388]How does the Supplier’s Offer meet the Principal’s objectives?
<< Principal to insert question/s here>>
Supplier to insert response
2.14 [bookmark: _Toc392241048][bookmark: _Toc394489241][bookmark: _Toc396731388][bookmark: _Toc399758762][bookmark: _Toc411944362][bookmark: _Toc411952719][bookmark: _Toc414371149][bookmark: _Toc418680072][bookmark: _Toc426539094][bookmark: _Toc32498389]Account and relationship management
<< Principal to insert question/s here>>
Supplier to insert response
2.15 [bookmark: _Toc32498390]How does the Supplier's offer meet the Principal's social procurement objectives?
<< Principal to insert statement of intent of social procurement objectives>>
Supplier to insert response
2.16 [bookmark: _Toc392241049][bookmark: _Toc394489242][bookmark: _Toc396731389][bookmark: _Toc399758763][bookmark: _Toc411944363][bookmark: _Toc411952720][bookmark: _Toc414371150][bookmark: _Toc418680073][bookmark: _Toc426539095][bookmark: _Toc32498391]Value for money/value adds
<< Principal to insert question/s here>>
Insert Supplier response
2.17 [bookmark: _Toc392241050][bookmark: _Toc394489243][bookmark: _Toc396731390][bookmark: _Toc399758765][bookmark: _Toc411944365][bookmark: _Toc411952722][bookmark: _Toc414371152][bookmark: _Toc418680074][bookmark: _Toc426539096][bookmark: _Toc32498392][Principal to insert other questions as required]

2.18 [bookmark: _Toc392241051][bookmark: _Toc394489244][bookmark: _Toc396731391][bookmark: _Toc399758766][bookmark: _Toc411944366][bookmark: _Toc411952723][bookmark: _Toc414371153][bookmark: _Toc418680075][bookmark: _Toc426539097][bookmark: _Toc430680794][bookmark: _Toc32498393]Additional information offered by the Supplier 
<<If the requirements are very well defined and the Principal is not interested in receiving additional information, it may be appropriate to delete this section.>>
Please set out any other information that is relevant to the Invitation to Offer and which a reasonable person would think may affect the Principal’s decision whether to enter a SOA 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 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 Principal is not required to consider any additional information that the Principal did not specifically request.
Supplier to insert response
3. [bookmark: _Ref388633046][bookmark: _Toc392241052][bookmark: _Toc394489245][bookmark: _Toc396731392][bookmark: _Toc399758767][bookmark: _Toc411944367][bookmark: _Toc411952724][bookmark: _Toc414371154][bookmark: _Toc418680076][bookmark: _Toc426539098][bookmark: _Toc32498394]
Supplier execution of Offer
3.1 [bookmark: _Ref389119791][bookmark: _Toc392241053][bookmark: _Toc394489246][bookmark: _Toc396731393][bookmark: _Toc399758768][bookmark: _Toc411944368][bookmark: _Toc411952725][bookmark: _Toc414371155][bookmark: _Toc418680077][bookmark: _Toc426539099][bookmark: _Toc32498395]Acknowledgements and certifications
[bookmark: _Toc392241054][bookmark: _Toc394489247][bookmark: _Toc396731394][bookmark: _Toc399758769]The Supplier:
(a) accepts these SOA Invitation to Offer Conditions
(b) offers to enter into the SOA on the terms described in the Supplier’s Offer and the SOA Invitation to Offer Conditions. The Principal may accept the Supplier’s Offer during the Offer Validity Period.
(c) certifies that it has read, understands, and complies with all the requirements of this Invitation to Offer, including any changes made by the Principal and notified to the Supplier in accordance with the SOA 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 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 Principal accepts the Supplier’s Offer, the Principal will enter into a SOA and eligible Customers may enter into Contracts relying on that information.
(f) acknowledges that the Principal and eligible Customers under the SOA may suffer damage if any of the information in the Supplier’s Offer is incomplete, inaccurate, out of date or misleading in any way.
3.2 [bookmark: _Toc411944369][bookmark: _Toc411952726][bookmark: _Toc414371156][bookmark: _Toc418680078][bookmark: _Toc426539100][bookmark: _Toc32498396]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





4. [bookmark: _Toc32498397] Schedule B – Innovation
4.1 [bookmark: _Toc411944371][bookmark: _Toc411952728][bookmark: _Toc414371158][bookmark: _Toc418680080][bookmark: _Toc426539102][bookmark: _Toc32498398]Alternative Offers, innovation and improvements
The 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 Principal and meet the Principal’s objectives. If the Supplier wishes to make an alternative Offer, then it must set out details of its alternative Offer/suggested innovations or improvements in this Schedule (by answering the questions below.)
4.1.1 [bookmark: _Toc394489249][bookmark: _Toc396731396][bookmark: _Toc411944372][bookmark: _Toc411952729][bookmark: _Toc414371159][bookmark: _Toc418680081][bookmark: _Toc426539103]What is your alternative Offer/suggested innovation or improvement? 
Supplier to insert response
4.1.2 [bookmark: _Toc394489250][bookmark: _Toc396731397][bookmark: _Toc411944373][bookmark: _Toc411952730][bookmark: _Toc414371160][bookmark: _Toc418680082][bookmark: _Toc426539104]What are the benefits to the Principal of your alternative Offer/suggestion?
Supplier to insert response
4.1.3 [bookmark: _Toc394489251][bookmark: _Toc396731398][bookmark: _Toc411944374][bookmark: _Toc411952731][bookmark: _Toc414371161][bookmark: _Toc418680083][bookmark: _Toc426539105]Explain how your alternative Offer/suggested innovation or improvement offers better value for money, and better achieves the Principal’s objectives
Supplier to insert response
4.1.4 [bookmark: _Toc394489252][bookmark: _Toc396731399][bookmark: _Toc411944375][bookmark: _Toc411952732][bookmark: _Toc414371162][bookmark: _Toc418680084][bookmark: _Toc426539106]Outline any assumptions on which your claimed customer benefits are based
Supplier to insert response
4.1.5 [bookmark: _Toc394489253][bookmark: _Toc396731400][bookmark: _Toc411944376][bookmark: _Toc411952733][bookmark: _Toc414371163][bookmark: _Toc418680085][bookmark: _Toc426539107]Is there any other important information that the Principal should know about your alternative Offer/suggested innovation or improvement?
Supplier to insert response
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5. [bookmark: _Toc396731402][bookmark: _Toc396731403][bookmark: _Ref393815278][bookmark: _Toc394489256][bookmark: _Toc396731404][bookmark: _Toc411944378][bookmark: _Toc411952735][bookmark: _Toc414371165][bookmark: _Toc418680087][bookmark: _Toc426539109]
 << /Principal Name>> <<ITO title and reference no.>>	[Date]

 << /Principal Name>> <<ITO title and reference no.>>		[Date]
5. [bookmark: _Toc32498399]Schedule C – SOA Invitation to Offer Conditions

[bookmark: _Toc32498400]5.1 Interpretation
These SOA Invitation to Offer Conditions may be used where a Principal is seeking Offers to enter into a SOA under which eligible Customers may enter into a Contract. 
Capitalised terms are defined in clause 5.10.
5.2 [bookmark: _Toc394489257][bookmark: _Toc396731405][bookmark: _Toc411944379][bookmark: _Toc411952736][bookmark: _Toc414371166][bookmark: _Toc418680088][bookmark: _Toc426539110][bookmark: _Toc32498401]Invitation Process
5.2.1 [bookmark: _Toc392241058][bookmark: _Ref393815279][bookmark: _Toc394489258][bookmark: _Toc396731406][bookmark: _Toc411944380][bookmark: _Toc411952737][bookmark: _Toc414371167][bookmark: _Toc418680089][bookmark: _Toc426539111]Supplier acceptance
By submitting an Offer, the Supplier: 
(a) accepts these SOA Invitation to Offer Conditions; and
(b) offers to enter into a SOA with the Principal under which Customers may enter into Contracts for ICT Products and/or Services, 
and the Principal may accept the Offer during the Offer Validity Period.
5.2.2 [bookmark: _Toc392235140][bookmark: _Toc392239471][bookmark: _Toc392240469][bookmark: _Toc392240909][bookmark: _Toc392240963][bookmark: _Toc392241061][bookmark: _Toc392241062][bookmark: _Toc394489259][bookmark: _Toc396731407][bookmark: _Toc411944381][bookmark: _Toc411952738][bookmark: _Toc414371168][bookmark: _Toc418680090][bookmark: _Toc426539112][bookmark: _Toc389398428]Principal discretion
The Principal 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 Principal 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 SOA;
(l) cancel the Invitation Process; or
(m) obtain information about a Supplier relevant to the evaluation criteria that may be held by any Government Department or Instrumentality and take the information into account in assessing the offer.
The Supplier will not make any claim in connection with a decision by the Principal to exercise or not to exercise any of its rights in relation to the Invitation Process.
5.3 [bookmark: _Toc389398420][bookmark: _Toc392241063][bookmark: _Toc394489260][bookmark: _Toc396731408][bookmark: _Toc411944382][bookmark: _Toc411952739][bookmark: _Toc414371169][bookmark: _Toc418680091][bookmark: _Toc426539113][bookmark: _Toc32498402]Alternative Offers
[bookmark: _Toc389398421]The Queensland Government procurement policy promotes an outcome focused 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 Principal’s objectives. 
5.4 [bookmark: _Toc389398422][bookmark: _Toc392241064][bookmark: _Toc394489261][bookmark: _Toc396731409][bookmark: _Toc411944383][bookmark: _Toc411952740][bookmark: _Toc414371170][bookmark: _Toc418680092][bookmark: _Toc426539114][bookmark: _Toc32498403]No reliance on information
The Supplier is responsible for making its own investigation and assessment about all matters relevant to the Invitation to Offer, and all matters relevant to the Supplier’s Offer. 
5.5 [bookmark: _Toc389398423][bookmark: _Toc392241066][bookmark: _Toc394489262][bookmark: _Toc396731410][bookmark: _Toc411944384][bookmark: _Toc411952741][bookmark: _Toc414371171][bookmark: _Toc418680093][bookmark: _Toc426539115][bookmark: _Toc32498404]Supplier cost
Participation in the Invitation Process is at the Supplier’s cost. The Principal is not required to pay compensation to the Supplier in relation to the Invitation Process in any circumstances, for any reason.
5.6 [bookmark: _Toc389398424][bookmark: _Toc392241067][bookmark: _Toc394489263][bookmark: _Toc396731411][bookmark: _Toc411944385][bookmark: _Toc411952742][bookmark: _Toc414371172][bookmark: _Toc418680094][bookmark: _Toc426539116][bookmark: _Toc32498405]Subject to contract
[bookmark: _Toc389398426]No contract will be formed between the Principal and the Supplier unless and until the Principal accepts the Supplier’s Offer in writing or both parties sign a contract document. 
5.7 [bookmark: _Toc389398429][bookmark: _Toc392241068][bookmark: _Toc394489264][bookmark: _Toc396731412][bookmark: _Toc411944386][bookmark: _Toc411952743][bookmark: _Toc414371173][bookmark: _Toc418680095][bookmark: _Toc426539117][bookmark: _Toc32498406]Compliance 
The Supplier must:
(a) (communication) direct all inquiries relating to the Invitation to Offer to the Principal’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 Principal’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 Principal with the privacy principles in the Information Privacy Act 2009 (Qld) or the Australian Privacy Principles in the Privacy Act 1988 (Cth), as applicable, in relation to that Personal Information, and comply with all reasonable directions of the Principal 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 Principal if any information is or becomes incomplete, inaccurate, out-of-date or misleading in any way.
5.8 [bookmark: _Toc394489265][bookmark: _Toc396731413][bookmark: _Toc411944387][bookmark: _Toc411952744][bookmark: _Toc414371174][bookmark: _Toc418680096][bookmark: _Toc426539118][bookmark: _Toc32498407][bookmark: _Toc392241069][bookmark: _Toc389398430]Anti-competitive conduct, conflict of interest and criminal organisations
5.8.1 [bookmark: _Toc394489266][bookmark: _Toc396731414][bookmark: _Toc411944388][bookmark: _Toc411952745][bookmark: _Toc414371175][bookmark: _Toc418680097][bookmark: _Toc426539119]Anti-competitive conduct
The Supplier warrants that neither it, nor its Personnel have engaged in, or will engage in, any collusive, anti-competitive or similar conduct in breach of any Law in connection with this Invitation Process or any SOA subsequently entered into as a result of this Invitation Process or any actual or potential contract with any entity for products and services similar to the ICT Products and/or Services.  
5.8.2 [bookmark: _Toc392241070][bookmark: _Toc394489267][bookmark: _Toc396731415][bookmark: _Toc411944389][bookmark: _Toc411952746][bookmark: _Toc414371176][bookmark: _Toc418680098][bookmark: _Toc426539120]Conflict of Interest
(a) 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; or
do not have any obligations,
where a Conflict of Interest is created, or might appear to be created, in conflict with the Supplier’s obligations under these SOA Invitation to Offer Conditions or the proposed SOA, except as disclosed in the Supplier’s Offer.
(b) If, during the Invitation Process or any SOA entered into as a result of this Invitation Process, a Conflict of Interest arises, or appears likely to arise, the Supplier must notify the Principal promptly and take such steps to resolve or otherwise deal with the Conflict of Interest to the reasonable satisfaction of the Principal.
(c) The Supplier warrants that it will not, and will ensure that its Personnel do not, place themselves in a position that may give rise to a Conflict of Interest during the Invitation Process.
(d) The Supplier warrants that it will immediately notify the Principal if any Conflict of Interest arises after lodgement of the Supplier’s Offer.
5.8.3 [bookmark: _Toc392241071][bookmark: _Toc394489268][bookmark: _Toc396731416][bookmark: _Toc411944390][bookmark: _Toc411952747][bookmark: _Toc414371177][bookmark: _Toc418680099][bookmark: _Toc426539121]Criminal organisation
The Supplier warrants that neither the Supplier and, to the best of its knowledge and belief having made all reasonable enquiries, its Personnel, have not been convicted of an offence under the Criminal Code set out in Schedule 1 of the Criminal Code Act 1899 where one of the elements of the offence is that the person is a participant in a criminal organisation within the meaning of the Criminal Code.
5.8.4 [bookmark: _Toc394489269][bookmark: _Toc396731417][bookmark: _Toc411944391][bookmark: _Toc411952748][bookmark: _Toc414371178][bookmark: _Toc418680100][bookmark: _Toc426539122]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 Principal notifying the Supplier that its Offer has been rejected and expiry or termination of any SOA entered pursuant to the Invitation Process (“relevant period”). 
The Supplier warrants that it will immediately notify the Principal 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.
5.8.5 [bookmark: _Toc394489270][bookmark: _Toc396731418][bookmark: _Toc411944392][bookmark: _Toc411952749][bookmark: _Toc414371179][bookmark: _Toc418680101][bookmark: _Toc426539123]Breach of warranty
In addition to any other remedies available to it under Law or contract, if the Principal believes that the Supplier has breached any warranty in this clause, the Principal may, in its absolute discretion (but is not required to), immediately disqualify the Supplier from the Invitation Process or terminate any SOA which is subsequently entered into as a result of this Invitation Process. 
5.9 [bookmark: _Toc392241072][bookmark: _Toc394489271][bookmark: _Toc396731419][bookmark: _Toc411944393][bookmark: _Toc411952750][bookmark: _Toc414371180][bookmark: _Toc418680102][bookmark: _Toc426539124][bookmark: _Toc32498408]Supplier Confidential Information
The Principal will keep confidential all Confidential Information of the Supplier which it obtains as part of the Invitation Process. 
The Principal may use Supplier Confidential Information for the purposes of the Invitation Process. 
The Principal may disclose Supplier Confidential Information:
(a) to its Personnel for the purposes of the Invitation Process;
(b) with the Supplier's consent;
(c) as required under the Right to Information Act 2009 (Qld) or the Information Privacy Act 2009 (Qld) ;
(d) to the extent required by Law;
(e) to a Minister, their advisors or Parliament;
(f) to its professional advisors.
The Principal may publish information about the Invitation Process and any resulting SOA on the Queensland Contracts Directory, where required or recommended by Queensland Government procurement policy.  For example, if the Contract is a Reportable Contract, the Customer may publish the basic details and additional details described in the Procurement Guidelines: Contract Disclosure, as well as the procurement method.
5.10 [bookmark: _Toc32498409]Definitions
In this Invitation to Offer, capitalised terms have the following meaning:
a) Contract means a contract entered into under the SOA.
b) Confidential Information means all information disclosed by or on behalf of the Principal or the Supplier (Discloser) to the other party (Recipient) in connection with the Invitation Process or created using that information, which is confidential in nature and designated as confidential, or which a reasonable person receiving the information would realise is sensitive or confidential, and all information to the extent it is derived from that information.  Confidential Information does not include any information which:
(i) is or becomes public, except through breach of a confidentiality obligation;
(ii) the Recipient can demonstrate was already in its possession or was independently developed by the Recipient; or
(iii) the Recipient receives from another person on a non-confidential basis, except through breach of a confidentiality obligation.
c) Conflict of Interest includes any actual, reasonably anticipated or perceived conflict of interest, whether personal, financial, professional or otherwise.
d) Conforming Offer means an Offer by a Supplier which includes all of the information requested, is received by the Closing date and time and meets all other requirements for Offers set out in the Invitation to Offer.
e) Ethical Supplier Threshold means the Ethical Supplier Threshold described in paragraph 2.3 of the Queensland Procurement Policy.
f) Government Department or Instrumentality means any governmental regulator, including Work Health Safety Queensland, the Queensland Building and Construction Commission, the Fair Work Commission and the Australian Building and Construction Commission.
g) ICT Products and/or Services means ICT products and/or services to be supplied under the proposed SOA.
h) Invitation to Offer (ITO) means the invitation to offer issued by a Principal which includes the SOA Invitation to Offer Conditions.
i) Invitation Process means the process commenced by the issuing of the Invitation to Offer and concluding upon formal announcement by the Principal of the selection of a preferred supplier or upon the termination of the process.
j) Laws means all:
i. Acts, ordinances, regulations, by-laws, orders, awards and proclamations in force from time to time in Queensland and any other relevant jurisdiction;
ii. certificates, licences, consents, permits, approvals and requirements of organisations having jurisdiction in connection with the provision of the ICT Products and/or Services; and
iii. the requirements of any authority with jurisdiction in respect of the ICT Products and/or Services and/or the Site, as applicable.
k) Offer means an offer by a Supplier to enter into a SOA submitted in response to the Invitation to Offer
l) Offer Validity Period means the period in which the Supplier’s Offer remains open for acceptance by the Principal.
m) Personnel means officers, directors, employees and agents, and in the case of the Supplier, includes any subcontractor and the subcontractor’s officers, directors, employees and agents.
n) Principal means the entity issuing this Invitation to Offer.
o) Procurement Guidelines: Contract Disclosure means the Procurement Guidelines: Contract Disclosure issued by the Director-General, Department of Housing and Public Works.
p) Queensland Procurement Policy means the Queensland Procurement Policy as published by the Department of Housing and Public Works.
q) Reportable Contract means a contract that meets criteria for reportable contracts set out in the Procurement Guidelines: Contract Disclosure.
r) SOA means a standing offer arrangement deed entered into between the Principal and the Supplier. 
s) SOA Details means the document titled Standing Offer Arrangement Details – ICT Products and/or Services..
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 <<Principal/Principal Name>> <<ITO title and reference no.>>	[Date]

 <<Principal/Principal Name>> <<ITO title and reference no.>>		[Date]

6. [bookmark: _Toc32498410]SOA Details
[attach copy of SOA Details completed by the Principal.]
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