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REQUEST FOR QUOTATION (“RFQ”) 
CAASTRO IN THE CLASSROOM BUSINESS CONSULTANT

________________________________________________________________________
1
INTRODUCTION 
1.1
Background 

The University (“University” “we” or “us”) would like to invite you to submit a Quotation for the supply of business consultant services in relation to the following:
· Business consultant services for CAASTRO in the Classroom (refer to 2. Scope of Work for more detail)
1.2
Acknowledgement of Receipt

We ask that you please acknowledge your receipt of this request indicating your intention to submit, or not submit a Quotation.
1.3
Quotation Submission and Deadline

The Quotation must include the information set out in Section 3 of this RFQ.
We ask that you please provide the Quotation to Janette Ellis via email to janette.ellis@sydney.edu.au by no later than 11th September 2017. 
1.4
Evaluation 

We intend to evaluate Quotations on the basis of the criteria set out below (in no particular order of priority):

a) Value for money which may be determined by taking into account all relevant factors.

b) Ability to meet the commercial, functional and technical requirements of the University.
c) Ability to comply with the terms of this RFQ and the attached contract. 
d) Capacity to supply services in the time frame indicated
e) Demonstrated experience of successfully supplying services of a similar nature
f) Qualifications and experience of personnel (includes technical and project/management skills) to be allocated to the work.

We may ask you to submit additional information and may seek clarification of, or improvement of, your Quotation at any time during the evaluation process.
We reserve the right to select, negotiate with and request further information from those persons we deem qualified to provide the consulting services to CAASTRO in the Classroom and to terminate such negotiations at any time without incurring any liability.

It is expected that you will be notified of the University’s decision by no later than 11th September 2017.
1.5
Contract terms 

Any contract for the award of consulting services to CAASTRO in the Classroom will be awarded on the basis of the attached University standard Agreement for Goods and Services. If you do not accept all the terms of this contract please include a list of issues as part of your Quotation response.
1.6
Confidentiality 
This RFQ, including all information and ideas contained in this RFQ, is and will remain our property.  Information of a confidential nature that is provided by the University and included as part of this request is confidential to the University and you are therefore requested to strictly maintain its confidentiality. You may only disclose our confidential information to your employees, agents, contractors and advisors strictly on a need to know basis and solely for the purposes of evaluating the contents of this RFQ, preparing your Quotation and negotiating any resulting contract.  We may require you to return or destroy all copies of this document and any other confidential information we have provided to you.
1.7
Request for clarification and further information 

All requests for further information and clarification should be directed to Janette Ellis, janette.ellis@sydney.edu.au 
1.8
Reliance on statements

The University may rely on any statements made by you as part of the RFQ, including those included in your Quotation, those made in any written or verbal communications and in any negotiations with us.
1.9
Conflict of Interest 

You should notify us of any potential or actual conflict of interest that may affect your ability to provide the proposed goods or services to us as part of your Quotation.

1.10 Term of Quotation

You should state the period for which the pricing and proposed terms set out in your Quotation will remain valid, which should be for at least 120 days after the date for submission set out in 1.3 above. 
1.11
Acceptance

By submitting a Quotation in response to this RFQ you accept all the terms of this RFQ, including the terms of the contract attached (subject to any issues list submitted in accordance with Section 1.5).
1.12 No legal relationship

This RFQ does not create any legal relationship between you and the University and is not a recommendation, offer or invitation to enter into a legal relationship, contract, agreement or other arrangement in respect of the goods or services the subject of this RFQ. 

2.
SCOPE OF WORK 
CAASTRO is the ARC Centre of Excellence for All-sky Astrophysics, based at the University of Sydney. CAASTRO in the Classroom is an outreach program designed to engage Australian school students and teachers with research scientists. 

CAASTRO in the Classroom offers:   

· FREE video conferencing, live streaming and Q&A sessions for Australian schools

· FREE classroom resources

CAASTRO in the Classroom is supported by the Australian Government through a Women in STEM and Entrepreneurship (WISE) grant. The WISE project includes:

· Developing classroom support material that will be freely available to schools via the CAASTRO website

· The CAASTRO Galaxy Convention, a 2-day event to be held at the University of Sydney on 4-5 December 2017

· Delivery of at least 4 live streaming sessions aimed at female high school students

· Delivery of at least 4 live streaming entrepreneurship sessions for women

CAASTRO is seeking to engage a business consultant who has:

· a STEM background

· been involved in creating and conducting training programs

· started their own business and employed other staff

The business consultant will:

· Help design and present content for the inaugural CAASTRO Galaxy Convention

· Help design content for CAASTRO in the Classroom Entrepreneurship live streaming sessions for Women to be held in 2018 
· Be available for weekly meetings from September to November 2017, and will be able to attend Galaxy Convention.
3.
QUOTATION FORMAT 
The Quotation must include the following information: 
3.1 
Scope of Works 

You should respond to each of the requirements contained in the Scope of Works by indicating the extent of compliance with the relevant requirement and providing the information requested.  

3.2 
Company profile
You should include full details of your company including information regarding track record in supplying relevant goods and services, financial stability and future direction.  You should include at least the following details:
a) full name, ACN ARBN/ABN of the company;

b) brief company history including (if relevant) a certificate of incorporation;

c) overview of products and services provided by the company;

d) number of years in business
e) the name, title, address, direct telephone and fax numbers and email address of the designated person in the company who will be the University’s primary contact during the evaluation process;

3.3 
Pricing basis and schedule

You should provide prices on a GST inclusive basis and include all other taxes.  You should state all amounts in Australian dollars.
Please note that unless it is specifically addressed in the Quotation, you must not charge the University for any fees, charges or expenses (including insurance, freight, delivery, travel and accommodation, document reproduction, transportation and courier charges, and telecommunications charges) in addition to the price.  The University will be under no obligation to pay any amount in excess of the price that is not specifically itemised in the Quotation. 

3.4 
References 

List organisations who are prepared to provide a reference for you and to whom you have provided goods and services of a similar nature and scope as those the subject to this RFQ.  It is preferable if these referees include customers who have recently acquired those goods or services.
