[bookmark: _GoBack]SECTION ONE - GENERAL PROFILE INFORMATION
	SUPPLIER PROFILE


	Supplier Name
	Click or tap here to enter text.


	Trading name(s)	  (if different from Supplier Name)
	Click or tap here to enter text.


	Type of Business
	Company (please provide copies of certificates of incorporation / registration and/or relevant jurisdiction registration extract):

	
	incorporated in Australia and ultimate holding company in Australia
	☐
	
	incorporated in Australia and foreign owned / controlled
	☐
	
	incorporated outside of Australia and foreign owned / controlled
	☐
	
	Other (please provide supporting evidence of business registration, formation documents – Partnership Deed; Unit Trust etc.)

	
	Individual
	☐
	
	Partnership
	☐
	
	Trust
	☐
	Principal place of business / Head Office Address (include head office contact details and street address):
	Click or tap here to enter text.


	Postal Address:
	Click or tap here to enter text.


	Website:
	Click or tap here to enter text.


	Main contact person details:
	Name
	Click or tap here to enter text.

	
	Role title
	Click or tap here to enter text.

	
	Email
	Click or tap here to enter text.

	
	Phone
	Click or tap here to enter text.


	
	Work address
	Click or tap here to enter text.
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	SUPPLIER CAPABILTY

	Category of supply – please tick which categories of services / goods you specialise in and can provide to Sigma:

	Technology and Communications related services (includes telecommunications hardware and service provision, technology consulting, hardware supply / installation, software supply / installation, software / solution development services, SaaS provision and/or data services and analysis)
	☐
	Facility management and office services (includes provision of soft services such as cleaning, fire protection and safety, pest control, catering, security, waste management, hard services such as facility or equipment design, supply, operation / installation, repair and maintenance and office services and consumables such as stationery, milk supply etc.)
	☐
	Marketing, media and advertising services (includes advertising / promotion / campaign services, printing and distribution for B2B or B2C marketing initiatives, local area marketing services)
	☐
	Professional services (includes legal, accounting, insurance brokerage and advice, management consultancy / advisory services, financial, industry advisory, employment advisory, auditing, specialist engineering, technical advisory)
	☐
	Utilities (includes gas, electricity, water)
	☐
	Corporate, Travel management and Fleet management (includes insurance services, travel booking and management services, fleet management services)
	☐
	Freight, transport and packaging (includes road freight and logistics services, warehousing packaging goods, consumables and services)
	☐
	Other – please specify below:
Click or tap here to enter text.
	☐
	Capability statement – please provide as a separate attached a concise capability statement summarising the key products and services offered by your organisation and in which sectors your organisation does business

	Please give details of the following in your statement:
· Core competencies, capabilities and areas of expertise;
· Value proposition (including mission and vision statement);
· Key differentiators;
· Accreditations, qualifications and certifications;
· Approach to governance, quality, contract and risk management (including high-level organisation chart); and
· Major achievements and credentials of your organisation;
· High-level organisation chart showing key personnel.

	Supply chain relationships 

	List any suppliers, sub-tier contractors you have standing contractual arrangements with or propose to enter subcontracts with which may be relevant to the scope of goods / services you propose to supply to Sigma.

	Name of supplier
	Brief description of sub-contracted services / goods

	
	

	
	

	
	

	Direct experience / other key customers (may include past work for Sigma)

	Goods / Services supplied
	Customer / Project / department references (if applicable)
	Date
	Value (AU$)

	
	
	
	

	
	
	
	

	
	
	
	

	

	THIS PART OF QUESTIONNAIRE COMPLETED BY

	Name:
	
	Signature:
	

	Position:
	
	Date:
	

	




SECTION TWO - FINANCIAL AND REGISTRATION INFORMATION
	PRICING/TERM INFORMATION

	Is your initial offer to supply the goods and/or services likely to be greater than $750,000 
	|_| Yes
	|_| No

	Is the proposed contract term for the delivery of goods and/or services greater than 12 months
	|_| Yes
	|_| No

	GENERAL FINANCIAL INFORMATION

	What is your organisation’s annual turnover
	     

	Number of employees
	Australia:      
	Worldwide:      

	Have you attached audited Financial Statements with a balance date of not more than twelve months ago, and copies of the last two years’ annual reports
	|_| Yes
	|_| No

	If you are unable to provide, please explain why not:

	Value of Net Tangible Assets:
	Financial Year
	
	AU$
	

	Net Profit After Tax:
	Financial Year
	
	AU$
	

	Annual Turnover / Sales:
	Financial Year
	
	AU$
	

	Maximum Value of Bank guarantees in support of performance:
	Capacity (AU$)
	

	
	Currently (AU$)
	

	Any significant loan capital including the rights and terms of payment
	     

	Significant mortgages and charges
	     

	Contingent liabilities (indemnities and guarantees) capital commitments and expenditures authorised but not contracted
	     

	Details for any petition, claim, action, judgement or decision that might adversely affect your ability to provide the service
	     

	Any related party transactions
	     

	REGISTRATION / ACCREDITATION STATUS

	Business / Taxation registration

	Australian Business Number (registration for businesses making taxable supply in Australia)
	Click or tap here to enter text.

	Australian Company Number (for companies incorporated in Australia)
	Click or tap here to enter text.

	Registered Business Name (for trading name in Australia)
	Click or tap here to enter text.

	For companies (whether incorporated in or outside of Australia), please provide place of incorporation, copy of registration certificate, list of current directors, main shareholders, immediate and ultimate parent company if applicable, related bodies corporate (a copy of ASIC relational company extract may be provided).
	Provide information in attachments

	Are you registered for GST
	|_| Yes
	|_| No

	List authorised representatives / directors
	     

	Insurance

	Please confirm type of insurances you hold in respect of the risks relevant to the Products – minimum required is insurance covering Worker's Compensation, General Bodily and Property Damage Liability; Professional Indemnity and Automobile Bodily and Property Damage Liability.  Sigma may require a Supplier to provide copies of certificates of currency.
	Click or tap here to enter text.


	Licences and accreditations

	Statutory licences / permits - Please provide details of all current statutory licences held by the Supplier which relate to the scope of services / business undertaking and/or type of goods likely to be supplied to Sigma.
	Licence name and Number
	Scope of licence / certification / conditions
	Date of issue and date of expiry

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Industry / third party accreditations and certificates: please indicate to what quality standard your company / operations is certified.  You may be asked to provide evidence of certification if requested by Sigma:
	☐	ISO 9001 Quality Management

	
	☐	ISO 45001 & AS/NZ 4801Occupational Health and Safety

	
	☐	ISO / IEC 27001 Information Security

	
	☐	ISO 14001 Environmental Management

	
	☐	ISO 31000 – Risk Management

	
	☐	Other – please specify

	THIS PART OF QUESTIONNAIRE COMPLETED BY

	Name:
	
	Signature:
	

	Position:
	
	Date:
	



SECTION THREE – GOVERNANCE AND SOCIAL RESPONSIBILITY
	GOVERNANCE AND SOCIAL RESPONSIBILITY MATTERS

	Please provide details of your Company’s general approach to corporate governance and social responsibility covering the following topics.  Where your answer is ‘Yes’ you may be asked to provide a copy to Sigma on request.  If your answer is ‘No” please provide reasons:

	Does your company have a policy statement concerning your commitment to workplace health and safety standards and compliance with all relevant workplace health and safety laws?
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	Does your company have a policy statement concerning human rights / labour rights addressing modern slavery, human trafficking, abolition of child labour, ethical / fair trading measures taken by your company in its supply chain?
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	Does your company have a policy statement concerning sustainability and the environment?
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	Does your company have policy statement(s) and supporting procedures and controls in relation to the following specific compliance areas?

	local and international anti-corruption and bribery laws
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	local and international trade control and customs laws
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	local and international money laundering laws
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	local and international anti-trust and competition laws
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	local and international safeguarding of intellectual property and confidential information
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	Data protection and privacy laws:

	Does your company have a policy statement and supporting procedures and controls for collection, safeguarding and protection of personal and/or sensitive information including reporting of data breaches under applicable local and international laws?
	Yes
	☐	Reasons:
Click or tap here to enter text.

	
	No
	☐	

	CONFLICT OF INTEREST
	

	Will any conflicts of interest exist now or in the future between you and Sigma and any other organisation should you be engaged to provide goods / services to Sigma?



	Yes
	☐	If yes, please provide details:
Click or tap here to enter text.

	
	No
	☐	

	Will there be any circumstances or relationships that constitute a conflict of interest relating to your response or your potential obligations under the contract?
	Yes
	☐	If yes, please provide details:
Click or tap here to enter text.

	THIS PART OF QUESTIONNAIRE COMPLETED BY

	Name:
	
	Signature:
	

	Position:
	
	Date:
	


INTERNAL DOCUMENT CONTROL AND RELATED DOCUMENTS 
	Name of document 
	Indirect Supplier Due Diligence Questionnaire
	SG-FIN-CKL-1C1

	Document Author 
	Renew Legal Counsel 

	Document Approver 
	Sam Lawson, General Counsel and Company Secretary

	Document Reviewers 
	Karen Marshall, National Risk and Compliance Manager, Les Barnes National Health and Safety Manager; Steve Ermel Indirect Procurement Manager

	Review Period 
	Two-yearly 
	 

	Related documents 
	Supplier Handbook

	Change record 
	Version 
	 1.1
	Notes 

	
	Publish date 
	 August 2018
	 Updated based on feedback from indirect suppliers and to align with Direct Supplier Due Diligence Questionnaire minimum requirements.
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