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Invitation Part B - Respondents’ Response
ROI document

(i) Allresponses must be provided within the specified boxes and must respond to the
Overview of Requirements (Part B) in accordance with the Conditions of the ROI
Process (Part A).

(ii) Do not include graphics or data in responses. Where necessary, any graphics or data
should be placed at the end of the documents and referred to in the response.

(iii) Include the name of the Respondent in the footer of the ROI response.
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I accept the provisions contained in the Conditions of the ROI Process.

Respondent’s Information

Name of Respondent and address of registered office:
Place of registration:

Australian Company Number:

Australian Business Number:

Principal office in Victoria (if any):

Telephone:

Facsimile:

Email:

Name and title of Respondent’s authorised agent:

Date:
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1. Executive summary

Requirement Notes

Provide a brief executive
summary providing an
overview of the Respondents
Response.

Word limit - 250 words

2. Compliance with the specification

Requirement Notes

A Respondent must provide a tabulated statement showing clearly, and in order of the
relevant sections, its level of compliance with Part B Section 3 Scope (Overview of
Requirements)

If Respondents believe they will not be capable of complying with the Scope, they must set
out clearly below details of where they believe they will not be able to comply. Respondent’s
will be taken to represent that in all other respects they are capable of complying with the
Scope.

Word limit - 3 Pages

3. Capability

Requirement Notes

Knowledge of and experience
in the industry

Provide details of your
organisation’s knowledge and
experience in the industry, as it
applies to the required

Goods and/or Services.

Word limit - 250 words
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Infrastructure and other
support

Provide details of your
organisation (and location) and
support which will be used to
provide the Services.

Word limit - 250 words

Staff resources

Provide a brief curriculum vitae
for key members of staff you
are proposing for the work
including details of
qualifications, experience

and skills.

Word limit - 250 words

Schedule of proposed
subcontractors

Provide details of each
proposed sub-contractor (if
any) to be engaged in
connection with the provision
of the Goods and/or Services.
Also, define the scope and
extent of services to

be provided by sub-contractors

Subcontractor’s name:
Address:
Goods or services to be provided:

4. Past Performance and current work

Requirement Notes

Previous and current work
(a) Detail previous work related
to the requirements detailed in

the Specification.

Word limit - 250 words
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(d) Detail current work related
to the requirements detailed in
the Specification.

Word limit - 250 words

(c) Briefly detail all previous
public sector experience in the
past three years as it relates to
the requirements detailed in
the Specification.

Word limit - 250 words

References

Provide three referees that
Melbourne Recital Centre could
contact regarding your ability to
provide to the Goods and/or
Services required under the
Specification.

Note: Melbourne Recital
Centre reserves the right to
contact any of the
Respondent’s previous
customers.

Client and contract details:

Description of service:

Period:

Client and contract details:

Description of service:

Period:

Client and contract details:

Description of service:

Period:

Related Body Corporates

Provide details of any other
Respondent that is a related
body corporate of the
Respondent.
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5. Customer Service

Requirement Notes

Customer Service Plan

Melbourne Recital Centre
requires some indication of the
level of customer service you
would offer. Provide details of
the Customer Service Plan you
would undertake for this
contract.

Word limit - 250 words

What methods will you employ
to gather end user feedback?

What strategies will be used to
ensure continuous
improvement for the service?

What other customer service
orientated proposals do you
have which will enhance your
bid?

Benchmarking

Provide details of what you
consider to be appropriate
performance measures and
benchmarks.

Transition

(2) Transition In Plan

Provide a Transition In Plan
identifying the tasks and
responsibilities attributed to the
Respondent and to

Melbourne Recital Centre.

Word limit - 250 words
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6. Quality System for deliverables

Requirement Notes

(a) Does your organisation have
a certified Quality Management
System?

If YES, to which standard are
you accredited?

(b) Ifrequired, are you
prepared to undergo a quality
assessment by Melbourne
Recital Centre or its
representatives?

(c) Provide details of how you
provide a safe working
environment and manage
workplace risks

(d) Provide details of how you
promote and improve health
and safety
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7. Financial Viability

Requirement Notes

Respondents are required to demonstrate that they have the financial capacity to provide all
the requirements specified in this ROI. Accordingly, you are required to provide the following
information.

If the answer to any of the following questions is “yes”, provide an explanation.

(a) Are there any
mergers/acquisitions either
recent (within the past 12
months) or which are
imminent?

(b) Are there any proceedings,
either actual or threatened,
against the Respondent, its
parent or associated entities or
any director of the Respondent,
its parent or associated entities
or have there been any such
proceedings within the past
five years? If so, what (if any)
remedial action has been
taken in respect of such
proceedings?

(c) Are there any bankruptcy
actions against a director of
the Respondent, its parent or
associated entities, or has
there been within the past five
years?

(d) Are there any de-
registration actions against the
Respondent, its parent or
associated entities on foot, or
have there been any within the
past five years?
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(e) Are there any insolvency
proceedings, actual or
threatened (including voluntary
administration, application to
wind up, or other like action)
against the Respondent, its
parent or associated entities

on foot, or have there been

any within the past five years?

(f) Is the Respondent, its parent
or associated entities currently
in default of any agreement,
contract, order or award that
would or would be likely to
adversely affect the financial
capacity of the Respondent to
provide the Goods and/or
Services outlined by this

ROI?

(g) Are there any other factors
which could adversely impact
on the financial ability of the
Respondent to successfully
perform the obligations
contemplated by this ROI?

(h) Is the Respondent solvent
and able to meet its debts as
and when they fall due in the
normal course of business?

In addition to the information required above, Respondents are required to undertake to
provide to Melbourne Recital Centre (or its nominated agent) upon request all such
information as Melbourne Recital Centre reasonably requires to satisfy itself that
Respondents are financially viable and have the financial capability to provide the Goods
and/or Services for which they are engaged and to otherwise meet their obligations.

Provide your undertaking to
comply with this request.
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8. Risk and Insurance

Requirement Notes

Name of insurance companies:

Policy type (eg public liability, professional indemnity,

Schedule of insurance etc):
Information

Policy number(s):
Provide details of all relevant Expiry dates:
insurances maintained by the

Relevant exclusions:

Risk management strategies

Provide details of all risk
management strategies and
practices of the Respondent
that would be applicable or
relevant in the context of the
supply of the Goods or Services.

9. Conflict of Interest

Requirement Notes

Provide details of any interests,
relationships or clients which
may or do give rise to a conflict
of interest and the area of
expertise in which that conflict
or potential conflict does or
may arise and details of any
strategy for preventing conflicts
of interest.
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Outline the processes you have
in place to handle any future
conflict of interest (actual or
perceived).

10. Costings

Requirement

The Respondent’s proposal should include costing proposals, considering that MRC wishes
to engage a number of Caterers for an initial 1-year term, to be reviewed annually.

Costing should include:

(a) Pricing schedule - see e.g.
(Overview of Requirements,

i e Fixed monthly costs, if any
Section 5 Fee structure)

e Rates for per event catering requirements

(b) Provide details of any other
costs that might be associated
with these services

11. Any other matters

Requirement

Detail any matters which have not been covered in previous sections, and you believe need to be
taken into consideration when your ROl is evaluated.
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