
Guidance Notes for Completion of Qualification Questionnaire

Questionnaire Purpose
The purpose of this questionnaire is to allow us to identify a number of suitably qualified and experienced businesses who will be invited to submit a tender for this competition.  
Questionnaire Layout

The questionnaire is split into 5 distinct parts:

Part A seeks background information;

Part B requests details of your financial status;

Part C seeks to find out whether your organisation, or any relevant directors, partners or employees, have been convicted of certain criminal offences;

Part D relates to business probity; and 

Part E relates to service operation and quality issues.

All information requested should be provided in the order and format of the Parts. Potential suppliers may respond using their own text creation facilities.
Questionnaire Responses

NOTE TO CONTRACTING AUTHORITY:  The requirements for submission of responses should be specified here.  Suggested format is shown below in italics.
Completed questionnaires may be submitted either:

a)  via eProcurement Scotland, or 

b)  in another format via the postal system, or delivered by hand. 

Potential suppliers are advised that their responses may be reproduced and that no further indication or request prior to publication will be made.  

Only information provided as a direct response to the questionnaire will be evaluated.  Potential suppliers should respond to the questionnaire on the basis that the contracting authority has no prior knowledge of their organisation. Information and detail which forms part of general company literature or promotional brochures etc. will not form part of the evaluation process. Marketing material should not be included.  
Supplementary documentation may be attached to the questionnaire where applicants have been directed to do so.  Such material must be clearly marked with the name of the organisation and the question to which it relates.  All questions must be answered.  

Please note that we may require clarification of the answers provided or ask for additional information.

The response should be submitted by an individual of the organisation, company or partnership who has authority to answer on behalf of that organisation, company or partnership.
Potential suppliers should be aware that erroneous or incorrect responses may result in their removal from the tender list(s).  In the event that this is only discovered once invitations to tender have been issued, the candidate may be required to return the tender documents which will be deemed void. In the case where the error or misrepresentation is not discovered until after the contract is awarded, we reserve the right to terminate the contract and all costs incurred by us as a result of the termination shall be recoverable from the provider under the contract

If applying on behalf of a consortium, please list the names and addresses of all other members of the consortium.  Please note that the questionnaire will be evaluated on the basis of the details supplied in the questionnaire and, if shortlisted, an Invitation to Tender will be issued to the nominated lead organisation only.  Contracts will normally be entered into with the nominated lead organisation and all members of the consortium, who will in these circumstances each be required to execute the contract together with all ancillary documentation, evidencing their joint and several liability in respect of the obligations and liabilities of the contract.  It will be for members of the consortium to sort out their respective duties and liabilities amongst each other.  For administrative purposes, any associated documentation will be sent to the nominated lead organisation.
NOTE TO CONTRACTING AUTHORITY - Where a contracting authority awards a public contract to a consortium it may, if it is justified for the satisfactory performance of the contract, require the consortium to form a legal entity before entering into, or as a term of, the contract. A contracting authority, however, is not allowed to require consortium members to form a legal entity to take part in tendering, negotiating the contract, or being admitted to a dynamic purchasing system.  If the contract in question justifies the requirement for potential suppliers to form a single legal entity the italicised text below should be inserted.  
NOTE: If a consortium is awarded this contract the members of the consortium will be required to form a single legal entity before entering into, or as a term of the contract.
If sub-contractors are proposed to assist in the delivery of the service, please list the business names and addresses.

NOTE: In respect of an expression of interest which includes a consortium or sub-contractors, it is the lead organisation that completes the entire questionnaire and, in addition, arranges for each named organisation to complete Parts A, B, C and D and attach them to the completed questionnaire. Part E relates to issues affecting the quality of service to be delivered by the applicant. 

Or

NOTE:  In respect of an expression of interest which includes a consortium or sub-contractors, it is the lead organisation that completes the entire questionnaire.  However, we reserve the right to request further information in respect of the lead organisation and/or partnering organisations should it be deemed necessary for evaluation purposes.

Freedom of Information

The Freedom of Information (Scotland) Act 2002, which came into force on 1 January 2005, designates AUTHORITY NAME as a Scottish public authority and therefore subject to the provisions and obligations in that Act.  This means that any person who makes a valid request for information held by AUTHORITY NAME will be entitled to receive it, unless all or part of that information can be withheld by virtue of the exemptions in that Act.

As part of our responsibility under the Act, AUTHORITY NAME may be required to disclose any information held relating to your response to anyone who makes a request under that Act.   Such information may only be withheld if it meets one or more of the exemptions or conditions in that Act.  Even if an exemption is available AUTHORITY NAME may nevertheless disclose requested information.  Information held cannot simply be classified as “confidential" or "commercial in confidence" to enable it to be protected from disclosure.  

The 'Restricted - Commercial' header in these documents is part of AUTHORITY NAME internal file protective marking system which provides guidance for staff on the handling and storage of such documents, and is not an indication that the information is exempt or will be protected from disclosure in response to a valid request.

AUTHORITY NAME may publish the names and contact details of companies who have been issued with a Questionnaire on its website.
Information may also be requested under the Data Protection Act 1998 and the Environmental Information (Scotland) Regulations 2004.

 Questionnaire

1. CONTRACT TITLE

Application to be included on the tender list for 

[Contract Title, Reference Number]
2. TIMETABLE

Return of questionnaire

[insert date]
(Questionnaires received by [Authority Name]  after this date may not be considered)

Issue of Tender Documents

[insert date]
Return of Tender Documents 

[insert date]
3. OVERVIEW OF THE REQUIREMENT
[Introduction 

Details of awarding Authority
Brief description of scope of project 

Details of contract duration including options to extend]

4. CONTACT DETAILS

[Include, name, address, telephone, fax number and e-mail address]

	AUTHORITY NAME
	     

	ADDRESS
	     

	
	     

	
	     

	
	     

	POST CODE
	     

	TELEPHONE NUMBER
	     

	FAX NUMBER
	     

	E-MAIL ADDRESS
	     


Any questions relating to this document should be addressed to the above contact.

PART A - BACKGROUND INFORMATION

	1. 
	Name of Organisation


	     

	2. 
	Address for all correspondence

	     
     
     
     
     


	3. 
	Contact Name

	     

	4. 
	Contact Position

	     

	5. 
	Telephone Number

	     

	6. 
	Fax Number

	     

	7. 
	E-mail address


	     

	8. 
	Website address (if applicable)
	     

	9. 
	Address of Registered Office (If applicable)

	     

	10. 
	Nature of Organisation 

(E.g. Plc, Partnership etc).
	     

	11. 
	Names of the Directors or Partners
	     
     
     

	12. 
	Group
If the Organisation is a Member of a Group of Companies, please give the name and address and any company registration number of the ultimate parent company.
	     

	13. 
	Company Registration Number
(or alternative EU registration number).
	     

	14. 
	VAT Registration Number
(or alternative EU registration number).
	     


PART B - FINANCIAL STATUS

	15.
	BANK DETAILS

	
	Name of Bank:
(from which a financial reference may be sought).
	     


	
	Address:

	     
     
     
     
     

	
	Telephone Number:


	     


	
	Suitable contact name:


	     

	
	Telephone Number:
(if different)
	     

	
	Provide details of the Annual Turnover (in £ Sterling) for:

(If you cannot provide these details, please give a full explanation).

	15. 
	Latest Year


	     

	16. 
	One year previous


	     


NOTE TO CONTRACTING AUTHORITY:  The text below suggests requesting 2 years of accounts however requests for financial information should be proportionate to the nature and size of the contract in question.  Contracting authorities should make an assessment of the financial risks associated with a particular contract and request information accordingly.  For smaller value or low risk contracts it may not be necessary to see 2 years of accounts.  For high risk or high value contracts, contracting authorities are only permitted to ask for up to 3 years previous financial information.  If a contracting authority needs up to date financial information they should consider asking for copies of unaudited accounts where the most recent of audited accounts are too old to provide such information.
Please attach one copy of your organisation’s audited accounts (or equivalent) and the accounts of your group (if applicable) for the last 2 financial years together with details of any significant changes since the last year end.  The accounts should be in English and in UK Sterling.  If the original documents are not in English, please provide copies of the originals and a certified translation into English.  If the sums in the accounts are not expressed in UK Sterling then copies of the original accounts shall be provided together with a UK Sterling rate equivalent copy utilising the pound buys exchange rate applicable on [insert date – on or before date of the PQQ] which equivalent copy accounts shall be certified by the auditors.  The original accounts should have been signed and dated by Directors and auditors or marked as draft.  If being submitted electronically, it would be preferable if the documents were scanned.  If you cannot provide these documents, please give a full explanation.
PART C – CONVICTION OF CRIMINAL OFFENCES

	16.
	Have any of the directors, partners or any other person who has powers of representation, decision or control of the organisation ever been convicted of any of the following offences?  If you answer yes to any of these questions please give details.  Please note that by virtue of the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions)(Scotland) Amendment Order 2007 information in relation to spent convictions is also required to be disclosed. 

	
	The common law offence of conspiracy where the conspiracy relates to participation in a criminal organisation;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906;  
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Bribery or corruption within the meaning of section 68 and 69 of the Criminal Justice (Scotland) Act 2003;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	The common law offence of incitement to commit a crime;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of:

(i) the offence of cheating the Revenue;

(ii) the common law offence of fraud;

(iii) the common law offence of theft or fraud;

(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985;

(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994;

(vi) an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993; or

(vii) the common law offence of uttering;

(viii) the criminal offences at common law of attempting to pervert the course of justice;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Money laundering within the meaning of the Money Laundering Regulations 2007;
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Any other offence within the meaning of Article 45(1) of EC Directive 2004/18 as defined by the national law of any relevant state.
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



Note: Failure to disclose information relevant to this section may result in your exclusion from this competition or the termination of any contract that may be awarded to you.

PART D - BUSINESS PROBITY

	17.
	Please answer yes or no to the following questions:  If you answer yes to any of these questions please give details.
 

	
	Is the organisation bankrupt or being wound up, having its affairs administered by the court, or have you entered into an arrangement with creditors, suspended business activities or any analogous situation arising from similar proceedings under national laws or regulations?
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Is the organisation the subject of proceedings for a declaration of bankruptcy, for compulsory winding-up or administration by the court or for an arrangement with creditors or of any other similar proceedings under national laws or regulations?
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Has the organisation  been convicted of an offence concerning its professional conduct by a judgement which has the force of res judicata?

	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



	
	Has any director or partner been found guilty of grave professional misconduct?
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Has the organisation failed to fulfil obligations relating to the payment of social security contributions in accordance with the legal provisions of the United Kingdom or the country in which it is established?
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 


	
	Has the organisation failed to fulfil obligations relating to the payment of taxes in accordance with the legal provisions of the United Kingdom or the country in which it is established?
	YES    FORMCHECKBOX 

NO      FORMCHECKBOX 



Note: Failure to disclose information relevant to this section or serious misrepresentation in relation to the information disclosed may result in your exclusion from this competition or the termination of any contract that may be awarded to you.

PART E – SERVICE OPERATION AND QUALITY

	18.
	What are the principal business activities of your organisation?


	
	     

	19.
	State your organisation’s experience in delivering similar contracts to that described under [Subject Details] 

	
	     

	20.
	Provide contact details for 2 referees for contracts or parts of contracts delivered within the last two years with similar requirements to those described under [Subject Details].  Note that contact will be made with referees without further reference to you.

	
	a. Referee Organisation

Contact Name

Title

Address

Description of contract 
Period of contract

Approximate value


	Referee Organisation
Contact Name
Title
Address
     
     
     
Description of contract
Period of contract
Approximate value


	
	b. Referee Organisation

Contact Name

Title

Address

Description of contract
Period of contract

Approximate vale


	Referee Organisation
Contact Name
Title
Address
     
     
     
Description of contract
Period of contract
Approximate value


	21.
	Consortium Details

	
	If you are applying on behalf on a consortium please complete the following sections for all consortia members.

	
	1. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	
	2. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	
	3. Name and address

Identify roughly which part of the contract this consortium member will deliver.
	

	22.
	Sub Contractor details

	
	If you think you would use sub contractors to meet the requirements of this contract please complete the following sections for all sub contractors you might use.

	
	1. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	

	
	2. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	

	
	3. Name and address

Identify roughly which part of the contract this sub contractor will deliver.
	


OPTIONAL INFORMATION REQUIREMENTS 
	
	TECHNICAL CAPACITY

	
	Provide management/project leader experience, education and professional qualifications for those leading the management of the provision of the contract.

	
	     

	
	Provide details of human resources, plant and technical equipment available for providing this contract.

	
	     

	
	LOTS

	
	Please indicate which lots you are interested in bidding for.

	
	


Particular contracts may require specific information including, but not limited to:

Insurances

Employer’s Liability Compulsory Insurance (ECLI)

Public Liability Insurance

Professional Indemnity Insurance

Standards and Policies
Health and Safety

Quality Assurance

Environmental Management

NB – these must be related to the requirements of the contract and seek to ascertain the potential suppliers’ financial and technical ability to perform the contract.
EXPRESSION OF INTEREST

	Name of organisation/lead organisation wish to register interest and apply to be considered for short listing to receive Invitation to Tender documentation for provision of [contract title].  I confirm that the answers given on this questionnaire are true, complete, accurate and not misleading.



	Signed:

	

	Print Name:


	     

	Title:


	     

	Date:


	     


� A matter already settled in court









