Pre-Qualification Questionnaire 





Template 14
[insert project name]


GUIDELINES FOR USE OF PQQ

Please note the template below must be adapted and tailored to suit each individual requirement

This document has been set up to allow the user to update it quickly and easily.  The areas that need manual input from users appear in the list below and are identified in the document by the use of blue text and/or in brackets, please delete any brackets or user information contained within the brackets after you have made changes to that section of the PQQ.  

Definitions – Useful information on definitions

Please note that when you use any of the terminology as specified in the definitions section of this document you should capitalise that word.  It is useful that you familiarise yourself with the definitions before adding extra text to the document as the same terminology should be applied to the whole document for consistency.  For example if the word Council is used meaning Plymouth City Council then it should be only referred to as the Council and not the Authority or Plymouth City Council.

Please take the following steps to ensure you have a professional and fully completed document.

1. Scroll through the document making amendments/deletions where appropriate and as instructed by the words highlighted in blue or appearing in brackets.  After making an amendment delete the instruction information, which should appear in the brackets.

Only after you have completed Action 1 above completely then proceed to the following;

2. Highlight whole document by treble clicking and change font to black.

3. Go into the document header insert your Project Name and turn font to black.

4. Ensure that Pages are breaking in the correct place and not mid sentence or section.

5. Click on Edit on the top toolbar and then Find, enter [and then click on find next – This check will ensure that no instruction information is left on the completed document.

6. Delete this page from the document

PRE-QUALIFICATION QUESTIONNAIRE

 [Insert project name]
Definitions
In this Pre-qualification Questionnaire the following words and expressions shall have the following meanings set out below:

“Contact Officer”

means [insert name] of [insert address] and whose e-mail address is [e-mail address];

“Contract”


means the contract for the provision of the Services, which will be awarded to a successful Provider; 

“public sector organisation”


means [name],[address];

“PQQ” 


means this pre-qualification questionnaire;

“Services”


means the provision of [insert title of the service] as described in this PQQ. 

“Provider”


means any person or persons, firm or firms or company or companies applying to tender for the supply of the Services, or where there is more than one organisation applying the lead organisation;

1.
INTRODUCTION AND BACKGROUND

1.1
Purpose of this document

Responses to this PQQ will be used in the first step of selecting Providers to tender. Selected Providers will be invited to participate further in the procurement.

Please be advised that the Council works in strict accordance with the Freedom of Information Act (2000) and as such will only keep confidential information that is properly confidential in its nature and then only for a reasonable amount of time.  Providers should mark in their PQQ responses the information that they wish to keep confidential.

1.2
Organisation of this document
This document contains three sections:

1.
introduction, background information and instructions for completion;

2.
evaluation approach;

3.
the PQQ. 

1.3
Background Information

[Background information to the project]

[The background information can include such details as project objectives / the targets the Service should be meeting / why we need the Service etc.]

1.4
Outline Timetable

The Council proposes the following outline timetable for the procurement of this Service:

	Activity	Date
	Dispatch of PQQ	
	Return of PQQ	
	Evaluation of PQQ	
	Selection of successful Tenderers	
	Dispatch of ITT	
	Return of ITT	
	Evaluation of ITT	
	Selection of successful Tenderer	
	Service Commencement	

The Council reserves the right to change the above timetable.

1.5
Instructions for Completion

Completed questionnaires should be submitted by one of the following methods;

· By soft copy uploaded
· [insert number] x paper copy[ies] and CD Rom/disk sent to the Contact Officer. 

The response should be clearly marked “RESTRICTED – COMMERCIAL” [insert project name]. To be opened [insert date & time]
PLEASE NOTE: If you are able to upload a soft copy, there is no requirement to return a paper version.

Prospective Providers should answer all questions as accurately and concisely as possible. Where a question is not relevant to the responder’s organisation, this should be indicated, with an explanation.

Supporting information should be presented in the same order as and should be referenced to the relevant question.

Questions should be answered in English.

Responses will be evaluated in accordance with the procedures set out in Section 2. In the event that none of the responses are deemed satisfactory, the Council reserves the right to consider alternative procurement options.

Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that Providers will not be invited to participate further.

1.6
Consortia and sub-contracting

Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader. Relevant information should also be provided in respect of consortium members or sub-contractors who will play a significant role in the delivery of the Services under any ensuing Contract. Responses must enable the Council to assess the overall service proposed.

Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.

The Council recognises that arrangements in relation to consortia and sub-contracting may be subject to future change. Providers should therefore respond in the light of such arrangements as are currently envisaged.

Please provide details of the proportion of any contract awarded under this Contract, that the prospective partner proposes to subcontract.

The Council intends seeking independent financial and market advice to validate information declared or to assist in the evaluation. Reference site visits or demonstrations and/or presentations are unlikely to be requested at this stage.

1.7
Queries about the procurement

The Council will not enter into detailed discussion of the requirements at this stage.

Any questions about the procurement should be submitted by letter or e-mail [delete as applicable] to the Contact Officer.

If the Council considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all Providers who have responded. 

All responses received and any communication from Providers will be treated in confidence.

1.8
Provider contact point
Providers have been asked to include a single point of contact in their organisation for their response to the PQQ. The Council shall not be responsible for contacting the Provider through any route other than the nominated contact. The Provider must therefore undertake to notify any changes relating to the contact promptly.

1.9
PQQ Timetable

Responses must be received by [insert date & time]. Responses received after this date may be disregarded.

2.
EVALUATION APPROACH

2.1
Provider Selection 

The objective of the selection process is to assess the responses to the PQQ and select potential Providers to proceed to the next stage of the procurement. 

Failure to provide a satisfactory response to any of the questions may result in the Council not proceeding further with the Provider. 

The information supplied will be checked for completeness and compliance before responses are evaluated. 

Evaluation of subsequent stages will be undertaken in accordance with the overall Evaluation Strategy for the project. The high level Evaluation Criteria for the project (in no particular order) are as follows: 

[the following are examples and can be changed as required. Delete this instruction]

· Partnership working to achieve effective outcomes

· Skills, knowledge and experience of working with [insert client group] and providing housing related support

· Assessment of needs and risks and support planning

· Details of proposed service

· Engagement of [insert client group] in the design and continuous improvement of the service

· Management and operation of the service
Where in the opinion of the Council the response is inadequate the Provider may be excluded from further consideration.

The Council intends to award any contract based on the most economically advantageous offer.

3.
PQQ FOR [insert project name]
3.1 
Organisation Identity
	3.1.1  Please detail the name of the company (Prime or single contractor) in whose name the Contract would be awarded to.
	


	3.1.2  Contact name:
	

	3.1.3  Address:
	

	3.1.4  Telephone number:
	

	3.1.5  Facsimile number:
	

	3.1.6  E-mail address:
	

	3.1.7  Company Registration number:
	

	3.1.8  Date of Registration:
	

	3.1.9  Registered address if different from the above:
	

	3.1.10 VAT Registration number:
	

	3.1.11 Website address (if any)
	


3.2.  Organisation Information

	3.2.1  Is your organisation:
	i) a public limited company?
	Y/N
	iii) a sole trader?
	Y/N

	
	ii) a limited company?
	Y/N
	iv) a partnership?
	Y/N

	
	v) a charity?
	Y/N
	vi) voluntary?
	Y/N

	
	vii) other please specify
	

	3.2.2 Please confirm that an organisation structure chart is enclosed with this completed questionnaire?
	
	Y/N

	3.2.3  Is your company a subsidiary of another company?
	Y/N
	If Yes, please provide the name and registered office address of:

	Please detail the holding or parent company.
	

	Please detail the ultimate parent company (if applicable).
	

	3.2.4 Executive Directors/ Partners:

	Name
	Responsibility

	
	

	
	

	
	

	
	

	
	

	3.2.5 Please detail the number and locations of premises from which your organisation provides Services similar to those required by the Council.

	

	

	

	

	3.2.6 Please provide a brief history (not more than 400 words) of your organisation.

	


3.3
Prime Contractor
	3.3.1 Please tick the box below which applies;

	a) Your organisation is tendering to provide the Services required.
	

	b) Your organisation is tendering in the role of Prime Contractor and intends to use third parties to provide some of the Services.
	

	3.3.2 If your answer to 3.3.1 is (b) please identify intended subcontractors/ partners (if currently known) below:

	Organisation name
	Organisation address and contact details
	Provider

	
	
	

	
	
	

	
	
	

	
	
	

	3.3.3 Please give a brief outline on your policy regarding the use of sub-contractors and, if applicable, the extent to which you might envisage using them for this requirement.

	


3.4
Quality Assurance
	3.4.1   Please provide details of any quality assurance certification that your company holds e.g. IS0 9000 or equivalent standard. 

	

	3.4.2  Copies of any quality assurance certification will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your quality assurance certification will be made available to [public sector organisation] on request.
	Y/N

	3.4.3  Copies of your organisation’s quality assurance policy will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your quality assurance policy will be made available to [public sector organisation] on request.
	Y/N

	3.4.4  Please provide details of any quality assurance certification for which you have applied.

	

	3.4.5  Are you accredited/approved for the Services you will be providing with any other Local Authority or PCT?  Please provide details below
	Y/N

	

	3.4.6  Please provide details of your Complaints Handling procedures

	

	3.4.7 Copies of a your organisation’s Complaints Handling policies and procedures will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your Complaints Handling policies and procedures will be made available to [public sector organisation] on request.
	Y/N


3.5
Health and Safety
	3.5.1 Copies of your organisation’s and any proposed partners Health and Safety Policy and/or other declaration, information or instruction issued by your organisation as necessary, to protect the health, safety and welfare of your employees will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your organisation’s and any proposed partners Health and Safety Policy and/or other declaration, information or instruction issued by your organisation as necessary, to protect the health, safety and welfare of your employees will be made available to [public sector organisation] on request.

	3.5.2  Please provide the name of the person(s) responsible for implementing and maintaining your organisation’s Health and Safety Policy.

	

	3.5.3  In the last three years has your organisation or proposed partners, been;

· prosecuted for contravention of the Health and Safety at Work Act 1974, or equivalent national legislation. 

· the subject of an enforcement action by the Health and Safety Executive or similar body charged with improving health and safety standards?
	Y / N

	If yes to either please provide details.

	

	3.5.4  Please provide details of how your health and safety policies are communicated to your employees and administered within your organisation.

	

	3.5.5  Provide details of any strategies your organisation has introduced to improve safety.

	

	3.5.6  Provide details of your organisation’s Health and Safety Training for employees.

	

	3.5.7  Does your organisation undertake Health and Safety Audits?  Please provide details below.
	Y / N

	


3.6 
Equal Opportunities
	3.6.1  Does your organisation have an Equal Opportunities Policy? 
	Y / N

	Please provide details including how the policy is promoted and implemented.

	

	3.6.2 Copies of your organisation’s Equal Opportunities Policy will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your Equal Opportunities Policy will be made available to [public sector organisation] on request.
	Y / N

	3.6.3  In the last three years, has any finding of unlawful discrimination been made against your organisation by any court of law or industrial tribunal?
	Y / N

	If so please provide details.



	3.6.4  In the last three years has your organisation been the subject of formal investigations by the Commission for Racial Equality, Disability Rights Commission or the Equal Opportunities Commission on grounds of alleged unlawful discrimination?
	Y / N

	If so provide details.



	3.6.5  If you are not currently subject to UK legislation, please supply details of your experience in working under equivalent legislation, which in your country, is designed to eliminate discrimination, and to promote equality of opportunity.

	

	3.6.6  Please provide details of your organisation’s Employment / Training Policy.

	

	3.6.2 Copies of a your organisation’s Employment / Training Policy will only be requested from Providers who go on to be invited to tender (ITT). Please confirm that copies of your Employment / Training Policy will be made available to [public sector organisation] on request.
	Y / N


3.7 
Financial
	3.7.1 Please provide the following financial information.

	(a) A copy of the most recent audited accounts for your organisation that cover the last two years of trading or for the period that is available if trading for less than two years.

	(b) A statement of the organisation’s turnover, profit & loss and cash flow position for the most recent full year of trading (or part year if full year not applicable) and an end period balance sheet, where this information is not available in an audited form at (a).

	(c) Where (b) cannot be provided, a statement of the organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position.

	(d) If the organisation is a subsidiary of a group, (a) to (c) are required for both the subsidiary and the ultimate parent. Where a consortium or association is proposed, the information is requested for each member company.

	(e) A separate statement of the organisation’s turnover that relates directly to the supply of this service for the past two years, or for the period the organisation has been trading (if less than two years).  This should only be provided where (a), (b) or (c) cannot be provided.

	(f) Parent company and/or other guarantees of performance and financial standing may be required if considered appropriate. Please confirm your organisation’s willingness to provide a guarantee or a performance bond if required.
	Y / N

	(g)  Please detail the name and address of your banker

	

	3.8  Insurance

	3.8.1  Please provide details of your organisation’s insurance protection in respect of the following;

	Policy
	Insurer
	Indemnity Value (£)

	Professional Indemnity Insurance [delete as appropriate]
	
	

	Public Liability Insurance
	
	

	Employers Liability Insurance
	
	


3.9  References

	3.9.1  Please provide details of any major recent contracts or funding that you have been awarded by central government departments, agencies, local authorities or NHS trusts for the provision of Services similar to those required by the Council.

	Customer name and address
	Contact name and Telephone number
	Date contract awarded
	Contract or funding reference and brief description of service undertaken
	Names of subcontractors and/ or consortium members and their role

	1. 


	
	
	
	

	2.

 
	
	
	
	

	3.


	
	
	
	

	3.9.2  Please confirm that you are willing for the Council to contact the above references and conduct a site visit to their premises if so required.
	Y
	N


3.10 Disputes

	3.10.1  For the last 3 years, please detail any contracts or funding arrangements where there has been a failure to complete the contract on time or at all, or where there have been claims for damages, or where damages have been deducted or recovered.  Please also provide details of any contracts or funding arrangements that have been terminated with you before their natural end.

	Customer name and address
	Contract reference and brief description of Services provided
	Date of claim/ contract termination
	Reason for claim/ contract termination

	
	
	
	

	
	
	
	

	
	
	
	

	3.10.2   Are there any court actions and/ or significant employment tribunal hearings outstanding against your organisation?
	Y / N

	If Yes, please provide details:



	3.10.3  Has your organisation been involved in any court action and/ or significant employment tribunal over the last 3 years?
	Y / N

	If Yes, please provide details:




3.11  Business Capability

	3.11.1  Please detail the principal areas of your organisation’s activity. of your company

	

	3.11.2  To which professional or trade bodies your organisation belongs?

	

	3.11.3  The number of staff currently involved directly in the provision of Services similar to those required by the Council:

	Permanent staff numbers
	
	Third party staff numbers
	

	3.11.4  Of the above staff, please identify the numbers which hold the following skills 

	[insert relevant skills below - the entries shown are examples only and can be changed as required. Delete this instruction]

	Skill
	Permanent
	Third Party
	Skill
	Permanent
	Third Party

	Undertaking needs and risk assessments
	
	
	Developing assertiveness
	
	

	Support Planning
	
	
	Facilitating access to appropriate benefits
	
	

	Working with vulnerable people
	
	
	Tenancy support
	
	

	Working with [insert client group]
	
	
	Multi agency working
	
	

	Working with people whose first language is not English.
	
	
	Project management
	
	

	Advocacy
	
	
	Administering public sector contracts
	
	

	Signposting to other services
	
	
	Staff training
	
	

	Debt management
	
	
	Managing performance
	
	

	Crisis resolution
	
	
	TUPE transfer
	
	

	Developing independence skills
	
	
	
	
	

	3.11.5 Please detail staff turnover as a percentage of your workforce for the last 3 years.

	


	3.11.6 Please describe (maximum 400 words), your previous experience of providing Services similar to those required by the Council.

	

	3.11.7  Is your organisation registered under the Data Protection Act 1998?
	Y/N
	If Yes, please provide your registration number:
	


3.12
Service Information

	3.12.1  Please provide headline details on the Service that you are able to provide (including details of Service levels, Service support etc.  Please only provide details in the space provided.

	

	3.12.2 Should your company be awarded the Contract please provide details of your earliest possible date of commencement?

	


3.13
Staff Checks

	3.13.1  How does your organisation comply with the Criminal Records Bureau and Protection of Vulnerable Adults/Protection of Children.

	

	3.13.2  In the last three years, has any finding of unlawful acts been made against any individual employed within your organisation or working voluntarily for your organisation?.  If Yes please provide details below.
	Y
	N

	

	3.13.3  In the last three years, has your organisation been the subject of formal investigation under the Criminal Justice and Court Services Act?  If Yes please detail below.
	Y
	N

	


3.14  Comments

	3.14.1 Any general comments you wish to make.

	


3.15 Form Completed By:
	Name
	

	Position


	

	Date


	

	Telephone number


	

	E-mail address


	


Mandatory Attachments Checklist

· Organisation chart (Q3.2.2)

· Audited accounts for last 2 years for company and parent (Q3.7.1)

· Financial information for organisation and group requested in (Q3.7.1)

Additional Information
The following documents will be requested from those Providers short-listed for invitation to tender only:

· Quality Certificate 

· Quality Assurance Policy 

· Complaints Handling Policy 

· Health and Safety Policy 

· Vulnerable Adults Policy 

· Equal Opportunities Policy

· Employment / Training Policy

If your organisation has submitted any of the above documents as part of a PQQ to Plymouth City Council within the last three months, then you do not need to provide additional copies of those documents unless there have been any changes since they were submitted. 

The information contained in this questionnaire will be held in confidence by the Council and used for the purpose of determining your suitability for meeting our general requirements for the provision of the Services.  Further assessment and selection may be required before any indication can be given on the success of your application for inclusion on our tender list.






PAGE  


COMMERCIAL – IN – CONFIDENCE 
Page 2 of 22                                                      


