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 [Insert your agency badge here]

Request for Exemption [insert service/needs title]


Community Services 
Request for Exemption 
Current Service Agreement
	Provision of
	[insert service/needs title]

	Current Service Provider
	[insert name of current service provider]

	Current Service Agreement Commenced
	[insert commencement date of current Service Agreement]

	Estimated Value of Current Service Agreement including GST and extension options
	[insert estimated value of current Service Agreement, including GST, over the entire term of the Service Agreement, including all extension options]

	Current Service Agreement Term
	[insert term of current Service Agreement, including all extension options]


New Service Agreement
	Estimated Value of New Service Agreement including GST and extension options
	[Use if Request for Exemption is for entirely new Service Agreement.]
[insert estimated value of new Service Agreement, including GST and extensions, over the entire term of the Service Agreement, including all extension options]

	Estimated Term of New Service Agreement
	[Use if Request for Exemption for entirely new Service Agreement]
[insert term of new Service Agreement, including extension options]

	Prepared by
	[insert name]
[insert title]

[insert phone number and/or e-mail]

	Date
	[insert date]


[The text in this red font represents drafting instructions. Any areas that are highlighted in yellow require the State Party to input information. Sections in black must be included in the document, sections in blue are optional. For further information about how to fill out this template, please contact Finance.
NOTES

A State Agency is not required to comply with the minimum competitive requirement where an Authorised Officer of the State Agency considers that the specified procurement method is not appropriate for the relevant procurement or an emergency situation arises (Western Australian Procurement Rules - Rule C5 Exemption from Appropriate Procurement Method). The decision and justification for the decision must be recorded in writing. This template can be used by State Agencies to record the decision and justification.
Note that the Western Australian Procurement Rules require State Agencies to establish and maintain an exemption register.
Do not use this template for the approval requirements in relation to procuring from a registered Australian Disability Enterprise (ADE), a registered Aboriginal Business or the preferred service provider process or direct negotiations under the Delivering Community Services in Partnership Policy.] 

1. REQUIRED SERVICES
An exemption from the Western Australian Procurement Rules, Rule C4.1 Use the Appropriate Procurement Method, is sought from the minimum competitive requirements for [insert details of requirement].
[Provide details of the required services, accounting for all related services.] 
The procurement of [insert service title] from [Service Provider] is important for the [State Party name] as it will [detail how the procurement will contribute to the achievement of community outcomes for the State Party].

[Explain the ongoing (identified) community need,and provide an indication of the criticality of the requirement and impact if the exemption is not approved.]
In the event that this exemption is not approved, the following impacts are likely: [detail how the community will be negatively affected].
1.1 Service Review

[Delete this section if this exemption is for a new service.]
A service review was undertaken on [date] which is attached as Appendix [number].

1.2 Term

The proposed Service Agreement term is [number] months/years. There will be [number] options to extend the term, available at the absolute discretion of the [State Party], each option having a [number] month/year duration. [Delete if no extension options applicable.]
1.3 Estimated Service Agreement Value

The estimated total Service Agreement value of the procurement over the proposed term of the Service Agreement (including all extension options) is $[value] (GST inclusive).

This value has been determined by [insert rationale for how value has been determined].

[Choose one of the options below, or insert correct price method to be used:]
A fixed price for all services required under the proposed Service Agreement will be sought, and the Service Agreement will be awarded at a fixed price.

Or;
Prices for the services will be sought on a unit basis (i.e. number of hours). However a maximum Service Agreement value of $[value] (GST inclusive) will apply to the Service Agreement. The maximum Service Agreement value is based on [detail how the maximum value was determined].

1.4 Availability of Funding

The availability of appropriate funding has been confirmed by [State Party officer name], [title].

2 JUSTIFICATION
[Delete the irrelevant option.]
Option 1: Specified procurement method is not appropriate for the relevant procurement
[Provide justification addressing why the specified procurement method is not appropriate for this procurement. Consider: 
· Research you have undertaken

· Any market testing that has occurred

· Experience with supplier(s) of the service]

Option 2: Emergency situation
[Provide justification, explaining the particulars of the emergency situation and why the specified procurement method is not appropriate for this procurement.] 
3 RECOMMENDATION AND UNDERTAKING
It is recommended that the [Authorised Officer] of [State Party name] approves this exemption to engage [Service Provider] for the provision of [description of services]. The [State Party name] will then be required to fulfil all obligations under the Western Australian Procurement Rules from which it is not exempt under this document.

[Select one of the following options:
Option 1: if the estimated total service agreement value is under $5 million including GST.]
Subject to approval of this exemption, a formal Request document (based on Department of Finance templates) will be prepared and issued to the Service Provider. The approved exemption will be added to the [State Party name]’s exemption register. 

Following the receipt of a formal Offer in response to the Request, an evaluation report will be prepared for approval by the [Authorised Officer]. The report will include details of the value for money analysis of the submitted Offer. Following approval of the report, a letter of acceptance will be issued establishing the Service Agreement and the Service Agreement award details will be published on Tenders WA.

[Option 2: if the estimated total service agreement value is greater than $5 million including GST].
Subject to the approval of this exemption request, a Procurement Plan will be submitted to the Community Services Procurement Review Committee for endorsement, and then submitted to the [Authorised Officer] for approval. A formal Request document (based on Department of Finance templates) will then be prepared and issued to the Service Provider. The approved exemption will be added to the [State Party name] exemption register.

Following the receipt of a formal Offer in response to the Request, an evaluation report will be prepared, including details of the value for money analysis of the submitted Offer. The report will be submitted for review by the Community Services Procurement Review Committee prior to seeking approval of the report by the [Authorised Officer]. Following approval of the report, a letter of acceptance will be issued establishing the Service Agreement and the Service Agreement award details will be published on Tenders WA. A formal Contract Management Plan will also be developed in accordance with the  Western Australian Procurement Rules.
4 SUBMITTING OFFICER

	[State Party name]

	Name
	

	Title
	

	Contact Number
	

	Signature


	Date
DD / MM / 202Y


5 REVIEW AND APPROVAL

	Authorised Officer 

	Name
	

	Title
	

	Approved
 
Not Approved

	Comments:



	Signature


	Date
DD / MM / 202Y
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