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1  INTRODUCTION
1.1 Monash University - Introduction
1.1.1 Monash is a dynamic and internationally recognised university with a long established tradition in providing excellence in education. Monash is one of the prestigious Groups of eight universities which are Australia's leading research institutions.

1.1.2 The Monash Statement of Purpose, Monash directions 2025, states: Monash University seeks to improve the human condition by advancing knowledge and fostering creativity. It does so through research and education and a commitment to social justice, human rights and a sustainable environment
1.1.3 The university is home to 100 research centres and is involved with 19 cooperative research centres. In addition, Monash has research links with more than 110 institutions throughout the world. The Monash community includes more than 55,000 students from over 130 countries, over 6,000 full-time staff and an extensive network of more than 220,000 alumni.

1.1.4 Monash has eight campuses, six in Australia, one in Malaysia and one in South Africa, as well a centre in Prato, Italy.
1.2 Definitions

1.2.1 Terms defined in the Conditions of Contract have the same meaning in the remainder of the RFQ, unless inconsistent with the context.

1.2.2 In these Conditions of Quotation, unless inconsistent with the context:

	Term
	Meaning

	Business Day
	means a day between 8am Monday and 5pm Friday inclusive, except for any public holiday (within the meaning applied to that term by the Public Holidays Act 1993) applying in the municipal district of the Melbourne City Council

	Closing Time
	means exactly, and no later than 3.00pm on  DD/MM/YY

	Conditions of Contract
	Means the Conditions of Contract included in Part C of the RFQ

	Contractor
	means the Person submitting a Quotation, or with whom Monash University enters into a contract to supply Monash University’s Requirements

	Monash University
	In Part A, Part C and Part D, means Monash University only unless the context determines otherwise.

	Monash University Requirements
	means the goods, services or goods and services specified in the Specification as applicable to Monash University only.

	Quotation
	Means the documents constituting an offer by the Respondent to provide Monash University’s Requirements in accordance with the provisions of this RFQ

	RFQ
	means the Request for Quotation of which these Conditions of Quotation constitute Part A

	Specification
	Means the Specification contained in Part B of the RFQ

	Respondent
	Means a Person who offers to supply Monash University’s requirements under the RFQ

	University Representative
	Has the meaning ascribed to it by clause 3.3 of Part A of the RFQ


1.2.3 In this RFQ, a reference to a person includes a natural person, a corporation, partnership, joint venture, incorporated association, government, local government authority or statutory authority.

2 REQUEST FOR QUOTATION (RFQ)

2.1 Structure of RFQ Documentation

Respondents should familiarise themselves with all parts of this RFQ document. The RFQ document consists of the following parts:

Part A – Conditions of Quotation
Part B – RFQ Specification 

Part C – Conditions of Contract

Part D – Response Schedules

2.2 Part A – Conditions of Quotation
This part introduces the Request for Quotation and a brief outline of Monash University’s Requirements. The rules applying to the RFQ process are outlined and are deemed to be accepted by all Respondents and by all persons having received or obtained the RFQ.

2.3 Part B –Specification

This part describes the goods, services and/or any other the requirements of Monash University.

2.4 Part C – Conditions of Contract

This part outlines Monash University’s preferred form of contract for the procurement of the Services.

2.5 Part D – Response Schedules

The response schedule is to be completed by Respondents in a manner that demonstrates an understanding of the requirements of this RFQ. The schedule is designed to elicit the required information from each Respondent so as to facilitate the evaluation of Quotations.  All responses to Part D is required to be in the Excel format given. 
3 RULES GOVERNING CONTENT AND SUBMISSION OF PROPOSALS

3.1 The RFQ and Representations

3.1.1 The RFQ is, and shall remain, the property of Monash University.  It may only be used for the purpose of preparing a Quotation in response to this RFQ.

3.1.2 Upon receipt of this RFQ brief all potential respondents are obliged to familiarise themselves with all conditions and requirements of this RFQ brief, as stated herein, and seek professional assistance if needed.

3.1.3 No person receiving the RFQ shall disclose to any other person its content in whole or in part, or copy its content in whole or in part, or allow it to be disclosed or copied, except with the prior written approval of Monash University.

3.1.4 Monash University retains the right to change any details in the RFQ by advising Respondents in writing of alterations, additions or deletions to the RFQ, provided that such advice is given not less than three (3) Business Days prior to the Closing Time.

3.1.5 Monash University does not warrant the accuracy of the content of the RFQ. Monash University shall not be liable for any omission from the RFQ.

3.1.6 No representation made by or on behalf of the Monash University in relation to a Quotation or the RFQ (or their subject matter) shall be binding on the Monash University unless that representation is in writing and is incorporated into a contract(s) formed on the basis of the RFQ and the successful Quotation.

3.1.7 By lodging a Quotation, a Respondent is deemed to have accepted all of the terms of the RFQ.

3.1.8 The RFQ is not an offer. The RFQ is an invitation for persons to submit a Quotation.

3.2 RFQ Documents

3.2.1 Any Quotation submitted should contain all the documents, information and details specified by the RFQ.

3.2.2 Respondents must submit its entire Quotation in accordance with 3.5 of this RFQ. Where hard copies are specifically requested, they must be printed double sided and be on 100 percent recycled content paper. All binding material must be recyclable (e.g. cardboard rather than plastic covers).
3.2.3 Unnecessarily elaborate responses or other presentations beyond what is sufficient to present a complete and effective Quotation are not desired or required.

3.2.4 A Corporate Social Responsibility report or Environmental report is not acceptable in isolation and any information must be addressed in the relevant section within the RFQ.

3.2.5 All Quotation and any accompanying documents, shall, upon submission, become the property of the Monash University.  Monash University will not return any of these documents.

3.2.6 By submitting a Quotation, a Respondent licenses Monash University to reproduce the whole or any portion of the Quotation documents which it submitted for the purposes of Quotation evaluation and contract negotiation (if applicable), notwithstanding any copyright or other intellectual property rights that may subsist in those documents.

3.2.7 Subject to clause 3.2.6, all documents provided by the Respondent will be held in confidence by Monash University, its employees, agents and consultants in so far as the law permits.

3.2.8 Parts A, B & C of this RFQ has been provided in Microsoft Word format and Part D in Microsoft Word format and Microsoft Excel format
3.3 Enquiries

3.3.1 Enquiries concerning the RFQ must be made to the following person (“University Representative”):

Name:
Insert Name
Title:
Insert Title
Tel:
+61 3 9905 
E-mail:
Insert E-mail
3.3.2 All enquiries concerning the RFQ must be in writing (preferably e-mail) and can only be made up to five (5) Business Days prior to the Closing Time.  No enquiries will be answered over the telephone.  All written enquiries must be directed to the University Representative.

3.3.3 Respondents should note that ALL enquiries, and subsequent responses made by Monash University in relation to those enquiries will, be made public without exception (that is, they will be provided to all other potential Respondents to ensure that all other potential Respondents receive fair treatment and are not disadvantaged). 
3.4 RFQ Timetable

3.4.1 The proposed RFQ timetable is as follows:

	Activity
	Target Date

	RFQ Release
	Insert Date

	Enquiries Close
	Insert Date

	Closing Date
	Insert Date

	Preferred Respondent selected
	Insert Date

	Contract Execution
	Insert Date


3.4.2 The above timetable is indicative only. Monash University does not warrant the accuracy of the information, and reserves the right to vary it at any time at its sole discretion.
3.5 Method of Lodgement

3.5.1 The Respondent’s entire Quotation/Proposal must be lodged with the “University Representative” by no later than the Closing Time. Quotations/Proposals must be lodged electronically via: [Delete one option as applicable to this RFx]
a) “Tenderlink” – the Monash University Internet-based, online tendering portal; or

b) E-mail, at the specified email address.

3.5.2 Quotations submitted should include ONE bound hard copy and ONE electronic copy on a CD ROM and any excel files should be returned in excel format (Address to be specified by project leader).
3.5.3 Quotations/Proposals submitted by facsimile or any other alternative means will NOT be accepted.

3.6 Late Quotations/Proposals

3.6.1 Subject to clause 3.6.3, late Quotations/Proposals may be disqualified from the RFQ Process and not be considered.

3.6.2 If a late Quotation is disqualified (at the discretion of Monash University), it will be recorded as such and returned to the Respondent (unopened where possible).

3.6.3 If there is explicit and conclusive evidence that late receipt of a Quotation resulted from mishandling by Monash University, the Quotation will be deemed to have been received before the Closing Time.

3.7 Incomplete Quotations
If a Quotation does not include all the information in the format required by the RFQ or is incomplete in any way, as determined by Monash University, in its sole discretion, it may be rejected.

3.8 Validity of Quotations
A Quotation shall be valid for acceptance by Monash University for a period of 120 Business Days from the Closing Time.  This period may be extended by mutual agreement between the parties.

3.9 Preparation of Quotations

3.9.1 The Respondent acknowledges and agrees that Monash University will neither be responsible for, nor pay for, any expense or loss, which may be incurred by Respondents in the preparation of their Quotations.

3.9.2 Further, each Quotation will be lodged on the basis that the Respondent acknowledges, and warrants for the benefit of Monash University, that:

3.9.2.1 it does not rely on and will not seek to rely on any representation, letter, document or arrangement, whether oral or in writing, or other conduct as adding to or amending this RFQ of any matter deemed to form part of this RFQ;

3.9.2.2 with respect to the RFQ, the relationship between Monash University and the Respondent will be governed solely by this RFQ;

3.9.2.3 the information provided by the Respondent in its Quotation (including all attachments, schedules and appendices) is accurate; 

3.9.2.4 if its Quotation is successful, the Respondent has the necessary skill, experience and resources to perform and carry out its obligations in accordance with the Specification requirements (Part B) and the Conditions of Contract (Part C);

3.9.2.5 it has carried out all relevant investigations and has acquainted itself with and satisfied itself concerning the contents of this RFQ and all information which is relevant to the risks, contingencies and other circumstances which could affect its Quotation;

3.9.2.6 Monash University will be entitled to enquire as to the identity and standing of the Respondent and any guarantor or referee named in the Quotation; and

3.9.2.7 the Respondent will make no claim and pursue no action in relation to the selection of a preferred Respondent, any award of the Contract or any other matter in connection with this RFQ or the process contemplated by this RFQ.

3.10 Disclaimer

Neither Monash University nor any of its consultants accept any responsibility to any Respondent or other third parties under the law of contract, tort or otherwise for any loss or damage which may arise from anything contained in this RFQ, any matter deemed to form part of the RFQ, the supporting information or documents referred to in the RFQ or any information supplied by or on behalf of Monash University.

4 ACCEPTANCE PROCEDURES
4.1 Confidentiality

Respondents must keep confidential any information concerning Monash University received as a result of, or in connection with the RFQ or their submission of Quotations/Proposals.

4.2 Indicative Quantities

Any quantities stated in the RFQ are indicative and for tendering purposes only, unless otherwise specifically stated in the RFQ.  Where quantities are indicative, Monash University will only be liable for the acceptance, subject to contract, of the quantities ordered.

4.3 Reservation

Monash University reserves the right to, in its absolute discretion, refuse to consider or accept (as the case may be) any Quotation, part of a Quotation or all Quotations/Proposals.  The lowest priced Quotation or any other Quotation will not necessarily be accepted. Monash University further reserves the right to:

4.3.1 reject all Quotations/Proposals without giving reason for the rejection;

4.3.2 accept a portion or the whole of any Quotation at the price or prices submitted unless the Quotation states specifically to the contrary; or

4.3.3 terminate at any time further participation in the RFQ process by any Respondent without giving reasons for doing so.

4.4 Unauthorised Communication

4.4.1 Respondents are required to direct all communications through the University Representative, unless advised otherwise by the University Representative or Monash University.  Unauthorised communication with other staff of Monash University may lead to disqualification of a Quotation.

4.4.2 Evidence of any anti-competitive behaviour, including, but not limited to, collusion, coercion, abuse of market place power or breach of any provision of the Trade Practices Act 1974 (Cwlth) may lead to the rejection of any Quotation received from a Respondent involved in such practices and may result in the Respondent being barred from further Quotation processes or contracts with Monash University for a period to be determined by Monash University. The matter may also be reported to the Australian Competition and Consumer Commission (ACCC).

4.4.3 Any attempt by a Respondent after the issue of the RFQ to exert influence on the outcome of the RFQ evaluation process, by lobbying employees, consultants, agents of Monash University or members of the Board of Monash University by way of an offer of money or other material benefits to personnel, or threats, or actual or threatened legal action, will result in disqualification of the Respondent from further participation in this RFQ process and render its Quotation invalid.

4.4.4 Respondents must not seek or obtain the assistance of employees, agents or contractors of Monash University in preparation of their Quotations.  Monash University, may in its absolute discretion, disqualify a Respondent that it believes has sought or obtained such assistance.

4.5 Approvals

4.5.1 Before Monash University may award a contract as a result of the RFQ process, any or all of the following may occur:

4.5.1.1 the procurement process is subjected to a Monash University internal process review;

4.5.1.2 the duly authorised Delegate from Monash University must approve the contract; and

4.5.2 Monash University will not enter into a contract prior to the necessary approvals and endorsements referred to in clause 4.5.1 being given and no representation to the contrary will be binding on Monash University.

4.6 Post-Quotation Information

Monash University may require a Respondent to submit additional information concerning its Quotation or to personally discuss its Quotation before any Quotation is accepted.

Should a Respondent fail to -

4.6.1 submit the additional information so required by; or

4.6.2 attend personally to discuss its Quotation at the date and time stipulated by Monash University, its Quotation may not be further considered.

4.7 Rectification of Errors and Omissions

Monash University reserves the right to:

4.7.1 check Quotations/Proposals for errors and omissions;

4.7.2 by agreement with a Respondent, amend a Quotation price or rate submitted by a Respondent to remedy the effect of any error or omission in the calculation of the Quotation price or rate; and

4.7.3 by agreement with a Respondent, otherwise amend the Quotation of the Respondent to remedy the effect of any error or omission.

4.8 Complaints

Any complaint about the RFQ or Quotation Process must be submitted in writing by email to: procurementcomplaints@adm.monash.edu.au
The written complaint must set out:
4.8.1 The basis for the complaint (specifying the issues involved);

4.8.2 how the subject of the complaint (and the specific issues) affect the person or organisation making the complaint;

4.8.3 any relevant background information; and the outcome desired by the person or organisation making the complaint.

Upon receiving a complaint, Monash University will provide a suitable response in writing back to the Respondent.
5 EVALUATION

5.1 Evaluation Process

5.1.1 The purpose of this section is to provide a brief outline of the evaluation process.

5.1.2 Respondents must ensure they address each of the Evaluation Criteria specified in section 5.2 and that they provide all the information requested by the RFQ.

5.1.3 Respondents are required to provide complete and compliant submissions upon lodgement of their Quotation. Quotations that are non-compliant with the RFQ or which are incomplete may be eliminated from further evaluation.

5.1.4 Quotations, which do not meet any or all mandatory criteria and/or requirements as identified in the RFQ, may be eliminated from further evaluation.

5.1.5 During the evaluation process, Monash University may seek written clarification from Respondents on their respective Quotations.  Clarification may take the form of clarification questions, discussions, presentations or site visits, but will not involve negotiation.

5.1.6 A short-list of Respondents may be formed following evaluation of the Quotations/Proposals and Monash University obtaining clarifications (if required) from Respondents.

5.1.7 The Specification and Conditions of Contract constitute the basis upon which Monash University intends, if it selects a Respondent as a result of this RFQ process, to award a contract.  Monash University reserves the right to amend the Specification or the Conditions of Contract at any time during the RFQ process. If Monash University chooses to make any amendment, Respondents will be advised as appropriate in writing of the relevant alterations, additions or deletions to the RFQ.
5.1.8 Post evaluation of proposals, negotiations may take place with the selected Respondents(s) to discuss any of the requirements of the RFQ and to negotiate and settle outstanding matters.  Contract(s) may be awarded after the approvals and endorsements identified in clause 4.5 are obtained.
5.2 Evaluation Criteria

5.2.1 All Quotations that pass the initial screening process will be evaluated against the following evaluation criteria. 
Table 1

	Evaluation Criteria
	Weighting Status

	1 Professional or Technical Competence
	

	1.1 Compliance with Specification (Part D – Schedule 4)
	Weighted Criterion

(Scored)

	1.2 Capability (Part D – Schedule 5)
	Weighted Criterion

(Scored)

	1.3 Relevant experience and past performance (Part D – Schedule 6)
	Weighted Criterion

(Scored)

	1.4 Category Management (Part D – Schedule 7) 
	Weighted Criterion

(Scored)

	1.5 Environment Sustainability (Part D – Schedule 8) 
	Weighted Criterion

(Scored)

	2 Commercial Compliance
	

	2.1 Quality Management (Part D – Schedule 9);
2.2 Occupational Health and Safety (OHS) (Part D - Schedule 10);
2.3 Financial Viability (Part D – Schedule  11);
2.4 Risk and Insurance (Part D – Schedule 12);
2.5 Compliance to Conditions of Contract (Part D – Schedule 13); and
2.6 Conflict of Interest (Part D – Schedule 14)
	Non-Weighted Criterion

(Commercial assessment conducted. Quotations either comply or not comply)

	3 Financial Analysis
	

	3.1 Pricing Schedule (Part D – Schedule 15)
	Not Weighted

(Financial assessment conducted).
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