















































Guidance on completing Stage 2 Request Form

Field

Description

Procurement
Description

The Procurement description will be reported externally (e.g. AusTender) and
therefore needs to be suitable for the public domain. Please select a
description from the suggested items and include further details if required.
Do not include acronyms or personal information that should not be publicly
available, such as names, hourly rate or number of hours. Do not use the
word “consultancy.” Do not use the supplier’s entity name. Please see

the Standard External Reporting Descriptions list for further information.

Contact Officer

The Contact Officer is the person responsible for managing and administering
the procurement and contract. If this person is you, enter your name.

Business Unit

Specify the business unit for the funds for this procurement. Contact your
Finance out-posted team for assistance if needed.

Delegate Name and
Position

The Delegate responsible for approving the procurement request. For more
information on Delegation levels, please refer to the Delegations Schedules of
the Department. Please note the separate approval requirements

for consultancy contracts.

PRI number (if
applicable)

Insert the PRI number if the procurement has already been entered into the
contracts module. If Stage 1 approval was obtained via the contracts module a
PRI number would have been generated. If Stage 1 approval is not applicable
to this procurement then a PRI number is not required. Contact your Finance
out-posted team for assistance.

Business Case

Include a detailed business case that addresses the following areas:

 Describe the property/service being procured and the justification for its
purchase

¢ Consider whether there are any alternative options that would achieve
value for money, or the objective of the procurement better;

¢ Identify key stakeholders and potential criticisms, and state which internal
and external stakeholders you have consulted and if there were any
dissenting views;

¢ Outline any market research undertaken and how you estimated the value

for this procurement;

¢ Include the proposed timeframe for when this procurement will commence;

The detail and extent of your approval documentation should reflect the size,

risk and complexity of the procurement.

Procurement
Method

Select the procurement method you intend to use to engage a supplier for
your procurement.

Note: You must use an open approach to the market for all procurements at
or above the relevant procurement threshold unless the procurement meets
conditions for prequalified tendering or limited tendering as outlined in
Division 2 of the Commonwealth Procurement Rules OR is exempt as per
Appendix A.

Panel SON number
(if applicable)

If you are using an existing panel arrangement, insert the SON (Standing Offer
notice) number of the panel arrangement you wish to utilise. This number can
be found on the list of panel arrangements on the Procurement and Grants
Toolkit or by searching the AusTender website. If you are not using an existing
panel arrangement, leave this field blank.

Procurement Risk
Rating

Risk management should be built into all procurement processes. While a
formal risk assessment process is not required for procurements <$10,000,
you still need to consider any risks involved in your procurement and put
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strategies in place to mitigate these risks. If the procurement is between
$10,000 and $80,000, a simple risk assessment must be undertaken.

Fund Source

Identify the source of funding. If the contract will be paid from multiple fund
accounts, enter the fund account that will be used for the majority of
expenditure and provide the additional fund accounts and their expenditure
breakdown in the Business Case field.

Cost Code Account

Provide the Cost centre for this procurement. Contact your Finance out-
posted team for assistance.

Value of Contract —
including GST

Enter the initial value that is to be committed at the time of contract
execution. The figure should include fees and expenses, but does not include
options, extensions, renewals or other mechanisms in the contract that may
be executed to increase the total value over the life of the contract. Where a
contract spans several years, the total value of those years in the contract is
reported, not the value on a per-annum basis.

Options Value

Enter the value of any options, extensions or renewals.

Total Contract Value
(inc. GST)

The total potential value of the contract, including any extension options.

Is Future Year
Funding Required?

Indicate if you intend on making a payment outside of the current financial
year. If Future Year Spending is required you must provide details of the
funding required for future year commitments in the Value for Money
Justification section.

Value for Money
Justification
(selection of the
preferred supplier)

Outline how the preferred supplier/s represents a value for money outcome
and will be an efficient, effective, economical and ethical use of
Commonwealth resources. List the organisations that were invited to
quote/tender, the date quotes/tenders were received, a summary of the
assessment of quotes/tenders, including reasons for eliminating any suppliers
from further consideration (attach tender assessment panel findings that have
been endorsed by the panel members). If Future Year spending is required it
is recommended you provide details of the funding commitment in future
years.

Value of Contract —
including GST

Enter the initial value that is to be committed at the time of contract
execution. The figure should include fees and expenses, but does not include
options, extensions, renewals or other mechanisms in the contract that may
be executed to increase the total value over the life of the contract. Where a
contract spans several years, the total value of those years in the contract is
reported, not the value on a per-annum basis.

If the Indigenous
Procurement Policy
applies to this
procurement, did
you find a suitable
Indigenous supplier?
If ‘No’, explain why

The Indigenous Procurement Policy mandatory set-aside applies to:

e all remote procurements (detailed maps of the remote areas are available
on the Indigenous Procurement website); and

e all other domestic procurements where the proposed procurement
method is Open Tender (including the use of a non-exclusive panel
arrangements) and the estimated value of the procurement is $80,000 to
$200,000 (GST inclusive).

Please note: procurements where the purchase is made through a mandatory

whole of Government procurement arrangement or through a departmental

panel arrangement that is specified as an exclusive purchasing arrangement

are exempt.

Where the mandatory set-aside applies (as outlined above), Procurement

Officers must first consider whether there is a Small to Medium Enterprise

(SME) with at least 50% Indigenous ownership that can deliver the required

good or service on a value for money basis. If there is no Indigenous SME that

Version 3 —11 April 2016




represents value for money, the entity can approach the market via an
alternative procurement method. Procurement Officers can search for
Indigenous businesses via the Supply Nation directory).

Indicate whether you were able to find a suitable Indigenous supplier for your
procurement. Provide an outline of the outcome of the search. For example,
“I conducted a search and found no suitable businesses that could meet the
requirement.”

Goods or Services?

Indicate if the procurement is for the purchase of goods, services or a
consultancy. If the procurement is for the purchase of goods and the contract
encompasses installation and/or a maintenance or warranty period, you
should select ‘Goods’. Please note the separate approval requirements

for consultancy contracts.

Proposed Initial
Agreement Years

Enter the period of that the proposed agreement will run for. This timeframe
is for the initial term of the contract. It excludes options, extensions, renewals
or other mechanisms that may be exercised to extend the period of the
eventual contract.

OR Goods Delivery
Date

For Goods, enter the delivery date.

Extension Option

Enter the period of any options, extensions, renewals or other mechanisms
that may be exercised to extend the period of the proposed contract.

Draft Contract
attached?

Indicate if you have provided the Draft Contract. You may attach a contract
that you have started to complete or you may simply attach the contract
template you intend on entering into. If planning to engage a supplier from a
panel arrangement, the work order template for the Deed of Standing Offer
will be used as the contract. Please contact the Financial Frameworks team to
obtain the correct work order template.

If ‘No’ Explain Why

Provide an explanation as to why a Draft Contract has not been provided.
Refer to the Procurement and Grants Toolkit for guidance on entering into
and managing a contract.

Evaluation Report
attached?

Indicate if you have provided the Evaluation Report. Refer to the Procurement
and Grants Toolkit for information regarding Evaluation Reports.

If ‘No’ Explain Why

Provide an explanation as to why an Evaluation Report has not been provided.
Refer to the Procurement and Grants Toolkit for guidance on tender
evaluations.

Revised Risk Rating

Throughout the procurement cycle, risk levels may change. What may be
considered a risk at one stage of the procurement may not remain a risk in a
different stage or may be rated lower/higher throughout the procurement
lifecycle. As risks will change, ongoing monitoring and regular reviews of
existing risks is vital. Indicate the risk rating of your procurement at this stage
of the procurement cycle.

Revised Risk
Assessment
attached?

Indicate if you have provided the Revised Risk Assessment.

If ‘No’ Explain Why

Provide an explanation as to why a Revised Risk Assessment has not been
provided. Refer to the Procurement and Grants Toolkit for guidance on
assessing the risk of a procurement.
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