
Drafting note: The EPA has published this document to assist local councils with procurement projects. This resource should be used as guidance only to inform local councils’ approach to procurement and should not be construed as providing legal advice. The EPA is not by the provision of this document endorsing any particular course of action and claims no liability for any action taken in reliance on this material. Local councils must obtain their own independent legal advice as required.

Template for the Attachment of CONFIDENTIAL Tender Evaluation Outcomes

Attachment #1 – Tender Evaluation Report – Summary of Key Findings

[Insert tender name] – [Insert any relevant documentation number: XXX].

Tender Evaluation – key findings and scores
The [Insert who evaluated the tender, for example a tender evaluation panel or committee] conducted a comprehensive review of the [Number] tender submissions received. Below is a summary of the tender evaluation key findings noted for each submission each tenderer submitted:

Summary of Tender Submissions [Drafting note: the following is an example only of how tenders may be scored. Consider any relevant policies, procedures or requirements as relevant to your circumstances]

	Tenderer Name - Tender #
	Price (ex GST)
	Price Score
	Non-Price Score
	Overall Score
	Overall Rank

	Tenderer - Tender 1
	$[XX,XXX]
	[XX.X]
	[XX.X]
	[XX.X]
	[1]

	Tenderer - Tender 2
	$[XX,XXX]
	[XX.X]
	[XX.X]
	[XX.X]
	[2]

	Tenderer – Tender 3
	$[XX,XXX]
	[XX.X]
	[XX.X]
	[XX.X]
	[3]

	Tenderer  - Tender 4
	$[XX,XXX]
	[XX.X]
	[XX.X]
	[XX.X]
	[4]

	Tenderer – Tender 5 (Non-Conforming)
	N/A
	N/A
	N/A
	N/A
	Non-Conforming



Detailed scoring and commentary for each tender submission are outlined below:

Assessment of Conforming Tenders

Tender 1 
*Note that this list of criteria is indicative and not exhaustive. Other examples of potential qualitative and quantitative assessment criteria include innovation, social procurement and operational constraints. Consider any relevant policies, procedures or requirements as relevant to your circumstances.
*Qualitative and Quantitative Assessment
· Experience: [Summary of relevant experience]
· Capability & Capacity: [Assessment of tenderer's ability to deliver]
· Methodology & Service Standards: [Details of their proposed approach]
· Resources: [Sufficiency and appropriateness of resources allocated]
· Sustainability & Innovation: [Notable features related to environmental or innovative practices]
· Quality Assurance & WHS: [Systems and processes evaluated]
· Pricing: [Competitiveness and value for money considerations]
Risks:
[Outline any identified risks and their impact on project success.]

Tender 2, 3, 4 
· [Repeat structure above for each conforming tenderer.]

Assessment of Non-Conforming Tenders

Tender 5
· Reason for Non-Conformance: [Outline why the tender was non-conforming]
· Potential Suitability: [State whether this tender offered a solution that warrants further consideration, subject to any policies, procedures or requirements as relevant to your circumstances.]

Recommendation

Based on the evaluation, the [Insert who evaluated the tender] recommends [Recommended Tenderer and Tender No.], who demonstrated [Insert reasons for selection pursuant to the circumstances. By way of example only: the highest overall score and the best value for money]. [Consider other comments about their submission if relevant, such as meeting all compliance requirements, aligning with the project’s objectives, etc.].

Rationale for Recommendation: <<Example only below, this list is not intended to be exhaustive nor prescribe what types of considerations should be made>>
· Strong financial capacity (supported by independent financial assessment).
· Innovative and sustainable practices.
· Competitive pricing and comprehensive methodology.

Recommendation

<<Consider any recommendation for award to more than one tenderer for separable services>> 
Based on the evaluation, the [Insert who evaluated the tender] recommends awarding:
(i) Separable Service A to [Recommended Tenderer and Tender No.];
(ii) Separable Service B to [Recommended Tenderer and Tender No.]; and
(iii) Separable Service C to [Recommended Tenderer and Tender No.];

Rationale for Recommendation: <<Consider including any reasons for the recommendation here, as above>>

Financial Assessment <<Consider whether, and if so to what extent, the following example wording is applicable to the circumstances and any policies, procedures or requirements that may apply>>

A financial assessment conducted by [Insert Financial Review Body] confirms that [Recommended Tenderer] possesses [insert as relevant, for example, the financial stability required to fulfill the obligations]. <<If applicable, noting you should seek independent legal advice if required: No additional risk mitigation measures are necessary.>>

Scoring Tables [Drafting note: the following are examples only of how tenders may be scored. Consider any relevant policies, procedures or requirements as relevant to your circumstances]

Table 1: Tender Compliance Assessment Summary – <<example below>> Scoring and evaluation outcomes for the compliance elements.

Table 2: Tender Evaluation Scores Summary – <<example below>> Scoring and evaluation outcomes for both qualitative and quantitative elements.

<<Consider and seek legal advice if required on any confidentiality obligations that are attached to and should be noted about the information provided>> 


	[Drafting note: the following is a non-exhaustive example only of some considerations that may be made when scoring tenders. Consider any relevant policies, procedures or requirements as relevant to your circumstances and seek legal advice if required]

Table 1: Tender Compliance Assessment Summary
	
	Tenderer
	Tenderer
	Tenderer

	
	
	Tender 1
	Tender 2
	Tender 3

	Have all Returnable Schedules been submitted by the Tender Closing Date? 
	Pass / Fail?
	
	
	

	Have all Schedules been completed in their entirety/correctly? 
	Pass / Fail?
	
	
	

	Schedule # - Tender Form (signed/completed in entirety)
	Pass / Fail?
	
	
	

	Schedule # - Statement of Conformity 

	Pass / Fail?
	
	
	

	Schedule # - Pre-Tender Assessments 

	Pass / Fail?
	
	
	

	Schedule # - Collusive Tendering
	Pass / Fail?
	
	
	

	Schedule # - Financial Details

	Pass / Fail?
	
	
	

	Schedule # - Financial Capacity

	Pass / Fail?
	
	
	

	Schedule # - Insurances 

	Pass / Fail?
	
	
	

	Schedule # - Modern Slavery Requirement

	Pass / Fail?
	
	
	

	Schedule # - Departures / non-complying tender

	Pass / Fail?
	
	
	

	Other - Conflicts of Interest 

	Pass / Fail?
	
	
	

	Other - Acknowledgement of receipt of addendums
	Pass / Fail?
	
	
	






	[Drafting note: the following is a non-exhaustive example only of some considerations that may be made when scoring tenders. Consider any relevant policies, procedures or requirements as relevant to your circumstances and seek legal advice if required]

Table 2: Tender Evaluation Scores Summary 
	
	Tenderer
	Tenderer
	Tenderer
	Tenderer
	Tenderer

	
	
	
	Tender 1
	Tender 2
	Tender 3
	Tender 4
	Tender 5

	[Tender title]
Relevant document number: XXX
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Qualitative / Non-price assessment
	Weighting %
	
	
	
	
	
	

	1. Experience and Capability and Capacity
	
	
	
	
	
	
	

	2. Methodology and Service Standards 
	
	
	
	
	
	
	

	3. Resources Required to Deliver 
	
	
	
	
	
	
	

	4. Quality Assurance & WHS 
	
	
	
	
	
	
	

	5. Sustainability and innovation 
	
	
	
	
	
	
	

	Weighted non-price score
	
	
	xx.x
	xx.x
	xx.x
	xx.x
	xx.x

	
	
	
	
	
	
	
	

	Quantitative / Price assessment
	Weighting %
	
	
	
	
	
	

	Price, lump sum ex GST
	 
	
	 $ 
	 $ 
	 $ 
	 $ 
	 $ 

	Price score
	 
	
	
	
	
	
	

	Normalised score
	 
	
	
	
	
	
	

	Weighting price score
	
	
	xx.x
	xx.x
	xx.x
	xx.x
	xx.x

	
	
	
	
	
	
	
	

	Overall assessment
	Weighting %
	
	
	
	
	
	

	Overall Score
	100%
	
	xx.x
	xx.x
	xx.x
	xx.x
	xx.x

	Overall Ranking
	 
	
	1
	2
	3
	4
	5




