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ANNEX 1.

PRE-QUALIFICATION QUESTIONNAIRE – GUIDANCE FOR SUPPLIERS
Section 1 – Organisation Identity and Basic Details 
In this section you will need to provide some basic contact details and background information about your organisation.
Section 2 – Financial Information 
In this section you will need to provide company financial information to allow us to establish your organisations financial standing. You don’t need to provide copies of accounts at this stage, if you are invited to tender you will be asked to provide them then. 

Section 3 – Business Activities 
In this section you will need to provide a brief outline of your organisations experience and expertise in the field that is the subject of the proposed contract. You will also need to provide assurances that there will be sufficient resources in place to perform the contract properly or if you intend to sub-contract any elements of the contract. We will use the information in this section to help us assess potential supplier’s suitability. 
Section 4 – References 
Your organisation will need to provide evidence of three similar jobs of a similar size to a good standard in the past. The more similar these are to our current requirement the better. A newly set-up supplier might be unable to provide three references, but at least one or two should be available. We will also want to know about any problems the supplier has had on previous contracts. It may be there are reasonable explanations in justification so it is best to be honest and open in answering these questions rather than have details scrutinised later. 

Section 5 – Insurance 
You will need to provide details of insurance policies to adequately cover any liabilities in relation to the field that is the subject of the proposed contract.
Section 6 – Quality Assurance 
Please provide details of any recognised standards your organisation works to including any industry specific requirements. You may be asked to provide evidence of how you make sure work is consistently carried out to high standard. 

Section 7 – Health and Safety 
Please provide details of any Health & Safety standards, policies or systems in place to ensure the safety of your staff and others carrying out work on your behalf. There are legal requirements in this area that we will need to know that your organisation meets. 

Section 8 – Equality and Diversity 
Public bodies have a special responsibility to make sure that all members of the community are treated fairly and equally in the field of their work. We will therefore want to know that a potential supplier accepts its legal duties in this area and takes them seriously. 

Section 9 – Environmental Management 
A firm’s policies in this area will be more important for some types of contract than others, please provide details of any processes or policies that your organisation has in place to address the management of waste and energy savings. 
Section 10 – Professional & Business Standing 
Public bodies have a duty to maintain high standards of professional behaviour and honesty. They need to be sure that potential suppliers can show that they meet the same high standards. As a potential supplier to the council, please answer these important questions. 

Section 11 – Requirement Specific Questions 
We will inevitably have some questions to ask of suppliers which fall outside of the above categories and relate specifically to the subject matter of the procurement they are currently undertaking (for example, typical delivery lead times, or interoperability with existing IT systems). 

Section 12 – Declaration 
This is simply the confirmation to us by you that the information provided is valid and correct and is the final section of the PQQ with the exception of explanatory notes and supplementary modules. 

Optional Modules for inclusion by Buyers: 
The following 4 Modules are available for buyers to select one or more to issue alongside the core PQQ as appendices. It is the buyer’s decision which, if any, to include and this should be considered in the context of the requirement itself (for example, contract value/importance and relevance). 

Module 1 – Additional Financial Questions 
The questions in this Module build on those already asked in Section 2 of the core PQQ and go into greater depth with respect to profit and loss, Parent Companies and guarantees. 

Module 2 – Additional Health and Safety Questions 
The questions in this Module build on those already asked in Section 7 of the core PQQ and ask for details of the supplier’s Health and Safety processes. 

Module 3 – Additional Equality and Diversity Questions 
The questions in this Module build on that already asked in Section 8 of the core PQQ and ask for details of the supplier’s policies on, and approach to, equality and diversity for its staff.

 Module 4 – Additional Sustainability Questions

The questions in the Module build on that already asked in Section 9 of the core PQQ and ask for more details of the supplier’s policies on, and approach to Sustainability.
Module 5 – Additional Questions for requirements including Software

Module 6 – Additional Questions for Social Care requirements

Additional Notes for Suppliers:

1. Confidentiality

All information provided to the supplier by the Authority shall be regarded as confidential and used only to prepare a response to the questions.  The questionnaire remains the property of the Authority and must be returned upon demand.

2. Freedom of Information

The supplier acknowledges that the Authority is obliged under the FOIA to disclose information, including information relating to this opportunity, to third parties, subject to certain exemptions. The supplier further accepts and acknowledges that the decision to disclose information and the application of any such exemptions under the FOIA will be at the Authority’s sole discretion PROVIDED THAT the Authority shall act reasonably and proportionately in exercising its obligations under the FOIA as to whether any exemptions under section 43 of the FOIA may be applied to protect the supplier’s legitimate commercial and trade secrets. 

3. Non-UK Based Organisations – Transparency and Fairness
Non-UK based organisations should attempt to answer the questionnaire substituting where relevant the appropriate legislation or codes of practice which are applicable within their domestic jurisdiction.
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