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Procurement conflict of interest declaration and confidentiality agreement
Conflict of Interest Definition
A procurement Conflict of Interest (COI) is a circumstance where a person has a personal interest, obligation, loyalty or relationship that may influence or be perceived to influence the performance of their duties/responsibilities in a procurement activity. COIs may:
be actual, potential or perceived
result in positive or negative undue bias
call a person’s independence, objectivity or impartiality into question
include past, current or possible future interests, obligations, loyalties, bias or relationships that a person involved in a procurement activity or someone associated with that person (e.g. family member, friend) may have
include gifts, hospitality or any other benefit offered to or received by a person involved in a procurement activity or someone associated with that person from a respondent or potential respondent.
For procurement activities of $50,000 or more: everyone involved must immediately submit a COI Declaration and Confidentiality Agreement to the Procurement Officer at the start of their involvement (regardless of whether they have a COI to declare). If a COI arises thereafter, a further COI Declaration must immediately be submitted to the Procurement Officer.
For procurement activities under $50,000: everyone involved must immediately declare any COI they become aware of by submitting a COI Declaration to the Procurement Officer.
Procurement Conflict of Interest Declaration
	Procurement title
	

	Name
(Person making declaration)
	

	Role in procurement activity
	



	Do you or any person associated with you have any personal interest (actual, potential or perceived) in the outcome of this procurement activity?
	o No
o Yes

	Do you or any person associated with you have any personal obligation, loyalty or bias that could (actually, potentially or be perceived to) influence the way you perform the duties/responsibilities of your role in this procurement activity?
	o No
o Yes

	Have you or any person associated with you received or been offered any benefit or inducement (e.g. gift, hospitality, discount) by any respondent or potential respondent to this procurement activity within the last 12 months?
	o No
o Yes

	Are you aware of any circumstance that could give the appearance that you may have any bias towards or against any respondent or potential respondent to this procurement activity?
	o No
o Yes

	Are you aware of any actual, potential or perceived COI that any other person involved in this procurement activity may have? 
	o No
o Yes



	If ‘Yes’ to any of the above, detail the COI/circumstances
Note: a COI Management Plan must be implemented for each COI declared/identified

	


I confirm/agree/acknowledge that:
I have read and understand the Conflict of Interest Definition 
I make this declaration in good faith
I will not accept any benefit or inducement (e.g. gift, hospitality, discount) from any respondent or potential respondent during this procurement and/or as a consequence of this procurement activity
I will immediately report to the Procurement Officer any circumstance that arises that could represent a COI including:
any attempt by a respondent or potential respondent to communicate with me in regard to this procurement activity (e.g. meeting or information requests other than in an official capacity as part of the procurement process)
any communication between a respondent or potential respondent and me or anyone associated with me that could be perceived as a COI (e.g. communication relating to prospective employment with a respondent)
the offering or receiving of any benefit or inducement by any respondent or potential respondent
accepting any benefit or inducement from a respondent or potential respondent during this procurement activity, making a false declaration or failing to immediately report to the Procurement Officer any circumstance that could represent a COI may be regarded as serious misconduct
to the best of my knowledge, all of the above details are correct.
	
	
	
	
	

	Signature
	
	Name
	
	Date



Procurement Confidentiality Agreement
I confirm/agree/acknowledge that:
all discussions, meetings and information (e.g. written and electronic documentation) relating to this procurement is/are confidential
I will maintain the confidentiality of all confidential information relating to this procurement activity
I will keep all confidential information relating to this procurement safe and secure at all times
I will not breach the confidentiality of this procurement by giving any information relating to this procurement to anyone who has not signed a Confidentiality Agreement for this procurement and without the prior approval of the Procurement Officer
contact with respondents and potential respondents is restricted until this procurement activity has been concluded (i.e. limited to only that required for normal business purposes)
I will not meet or otherwise communicate with any respondent or potential respondent in relation to this procurement activity other than in an official capacity as part of this procurement activity
breaching the confidentiality of this procurement activity (e.g. communicating about this procurement activity with respondents, potential respondents or persons not involved with this procurement activity ) may be regarded as serious misconduct.
	
	
	
	
	

	Signature
	
	Name
	
	Date


Procurement Officer Confirmation
I confirm that I have received this Confidentiality Agreement and/or COI Declaration and have noted the contents.
	
	
	
	
	

	Signature (Procurement Officer)
	
	Name
	
	Date


Note: For Procurement Officer’s declaration/agreement, confirmation is to be signed by the Procurement Sponsor.
Procurement Conflict of Interest Management Plan
	Procurement Title
	

	Name
(Person with COI)
	

	Role in procurement activity
	

	Description of the COI/circumstances
	

	Plan for managing the COI
Report Advise all involved and request that any perceived undue bias is reported
Restrict involvement in the process
Recruit an independent third party to oversee part or all of the procurement
Remove the individual from the procurement
Relinquish the private interest that causes the conflict
Resign from the organisation
	


[Delete this section if no action is required by the person with the COI (e.g. person is to relinquish a private interest)]
I agree to comply with this COI Management Plan.
	
	
	
	
	

	Signature (Person with the COI)
	
	Name
	
	Date



I approve this COI Management Plan.
	
	
	
	
	

	Signature (Procurement Sponsor)
	
	Name
	
	Date



I agree to implement this COI Management Plan.
	
	
	
	
	

	Signature (Procurement Officer)
	
	Name
	
	Date



Notes: 
For a COI declared by the Procurement Sponsor, the COI Management Plan must be approved by Procurement Sponsor’s Manager
All COIs identified, their COI management plans and the outcome for each (e.g. no undue bias reported or perceived) must be summarised in the Recommendation Report.
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