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GUIDANCE / CHECKLIST
(This Checklist aligns with the Tender Evaluation Board Report Template and CFI Tender Evaluation and Probity Protocol)
TENDER EVALUATION BOARD
Procurement Details: AZ 




Project Title:  
Date:


Time:
Chair:







Probity Advisor:
Board Members:





Board Observers: 
	Activity
	Complete

	Preliminaries

The purpose is to open the board, and undertake all required administrative tasks. 

	Open the Board (Chair)
Chair welcomes Members, Observers and introduces the Probity Advisor (as required).
	
[image: image1]

	Probity Brief (Probity Advisor/Chair)
Probity Advisor or DPA (or Chair, as approved by DPA) provides a Probity Briefing.
(Guidance provided on DEQMS)
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	Conflict of Interest (Chair)
Chair asks Members to identify any conflicts of interest. Issue Conflict of Interest Declaration forms for Member signature. Chair to seek Probity Advisor advice on any disclosures.
(Guidance provided on DEQMS)
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	Sufficient Assessment Time (Chair)
Chair asks Board Members to confirm that they have had sufficient time to review and finalise their individual assessments. Chair to refer to Probity Advisor if insufficient time is declared.
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	Conformance Check (Chair)
Chair advises/asks if there were any items of non-conformances identified. 
Note: Chair to do first check before issuing tenders to Board members.  This is to confirm if anything may have been missed.  If found, seek probity advice, via Chair.
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	Fee & Alternative Proposals Check (Chair)
Chair confirms they have been secured. 

Note: Chair to do this before issuing tenders to Board members.
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	Board Detailed Assessment of Submissions

The purpose is to discuss the strengths and weaknesses of each submission (without comparing them) with reference to prior written comments.

	Individual Assessments

	Individual Assessments - Non-Weighted Scores (Board Members)
Chair requests each Member provide their non-weighted scores for each Schedule under each submission (no half scores permitted). Record the scores.

(Tool provided on DEQMS)
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	Board Detailed Assessment (Preliminary Board Agreed Scores – 1st Stage)

	Board Detailed Assessment (Board Members)
Members discuss each submission in its entirety across all Non-Financial evaluation criteria and Schedule responses prior to moving onto the next submission. (Note: evaluation is against the criteria using the 10 point scoring guide, and no comparison to other submissions) 
	
[image: image8]

	Preliminary Board Agreed Scores (Board Members)
Board reaches consensus on the non-weighted Preliminary Board Agreed Score for each schedule, and each submission. 

Convert these into weighted scores in line with evaluation criterion %.

NOTE: Where there is a dissenting score, that dissenting score is to be recorded and detailed in the Tender Evaluation Board Report. 
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	Clarifications / Referee Reports / Key Personnel Interviews

	Referee Reports (as required) - The Board confirms whether it will seek referee reports.
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	Clarifications (as required) - The Board confirms whether it will seek clarifications.
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	Tenderer key Personnel Interviews (as required) - The Board confirms whether it will conduct interviews.

NOTE: Please refer CFI Tender Evaluation and Probity Protocol - Annex C – Key Personnel Interview Protocols.
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	Board Detailed Assessment (FINALISE Preliminary Board Agreed Scores – 2nd Stage)

	Preliminary Technical Ranking (Chair)
Rank the tenderers’ from highest to lowest in terms of technical ranking based on their weighted Final Preliminary Board Agreed Score.
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	Set Aside (Chair)

If a tenderer is clearly uncompetitive based on its Preliminary technical ranking, the Board can agree that it be set aside from further evaluation. Probity Advisor should assist the Board in these discussions.
	
[image: image14]

	Board Comparative Assessment of Submissions

The purpose is to compare submissions to reduce the likelihood of any imbalance between relative scores.

	Comparative Assessment (Board Members)
Board reviews the Preliminary Board Agreed Scores and determines whether they adequately reflect the strengths and weaknesses of a submission relative to the other submissions. The non-weighted scores, per schedule, may be amended to reflect differences. Half scores may be used. 
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	Board Final Scores and Final Technical Ranking
Convert the revised non-weighted scores into weighted scores, and re-rank Tenderers’ technical merit based on the outcomes of the comparative assessment.
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	Value for Money Assessment

The purpose is to discuss whether the submission represents value for money, by considering technical merit, price, and other considerations.

	Release the Fee & Alternative Proposals (Chair)
Chair releases for review.
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	Financial Ranking
Rank the submissions from lowest to highest based on their tendered fee.
	
[image: image18]

	Value for Money Assessment (Board Members)
Board to discuss the relative price offered by each Tenderer in relation to the technical merit of its submission.
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	Value for Money Ranking
Rank the submissions based on best to least value for money.
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	Alternative Proposals

The purpose is to discuss whether an alternative proposal represents greater value for money
(note: a conforming submission must be provided for an alternate proposal to be considered).

	Alternative Proposals - if submitted (Board Members)
Alternative proposals are not scored, but are given a subjective evaluation based on VFM following the VFM assessment for all competitive conforming Tender(s).  In evaluating alternatives, consideration should be given as to whether the proposal offers additional benefit to Defence such as reduced risk, more product, financial savings or early completion where time is critical.  If there is any uncertainty regarding how alternative proposals are to be considered, advice will be sought from the Probity Adviser, where a Probity Adviser has been engaged, or from DPA where no Probity Adviser has been appointed.
Advice must be sought from DPA for any alternative proposals proposing changes to standard terms and conditions of the Contract in Part 5 of the RFT, or to the terms of any current Deed of Standing Offer for panel arrangements.

(Guidance provided on DEQMS)
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	Outcome

	Tender Evaluation Board Outcome (Board Members)
Board determines the best VFM tenderer. 
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	Funds Availability - Board considers the recommended Tenderer’s price against the budget to confirm funding sufficiency.
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	Negotiations (as required) - Board discusses any negotiation points required. These are to be captured in the Tender Evaluation Board Report for procurement with a contract (value <$0.250m) and in a Negotiation Plan (contract value $0.250m).
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	Financial Reports (as required) - The Board confirms whether it will seek financial reports.
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	Probity Advice (as required) - The Board discusses any probity issues or additional advice to be sought.
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	Additional Advice (as required) - The Board discuss any additional advice to be sought.
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	Administrative Issues (as required) - The Board discusses any administrative feedback, which did not impact the evaluation, which can be detailed in the Tender Evaluation Board Report and provided to Tenderer’s during the debrief.
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	Close the Board OR Pause the Board (Chair)

	Pause – Chair pauses the Board, assigns actions, and organises to re-convene to discuss the outcome of outstanding activities (e.g. referee reports, clarifications etc).

Close - Chair confirms which offers will be accepted and declined, and subject to what conditions. Chair confirms that the evaluation of the submissions was conducted in accordance with the approved Project Development and Delivery Plan, and the CFI Tender Evaluation Protocols. Chair closes the Board. 
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