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PRE QUALIFICATION QUESTIONNAIRE
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1. INTRODUCTION
This PQQ (Pre Qualification Questionnaire) sets out the information which is required by the Company in order to assess the suitability of Potential Providers in terms of their technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement.  During the PQQ stage, the intention is to arrive at a Short List of between and qualified Potential Providers for formal Invitation To Tender against the requirement. 
No information contained in this PQQ, or in any communication made between the Company and any Potential Provider in connection with this PQQ, shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this PQQ. The Company reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall the Company incur any liability in respect of this PQQ or any supporting documentation.

Direct or indirect canvassing of any Managers, employees or agents of the Company by any potential bidder concerning this requirement, or any attempt to procure information from any Ministers, public sector employee or agent concerning this PQQ may result in the disqualification of the Potential Provider from consideration for this requirement. 
The object of the qualification process is to assess the responses to the PQQ and select Potential Providers to proceed to the next stage of the procurement.  

In assessing the answers to the following questions, the Company will be seeking evidence of the Potential Provider’s suitability to perform the services in terms of economic and financial standing, technical and professional ability. Qualification criteria will be a combination of both financial and non-financial factors. 

The Company will not reimburse any costs incurred by Potential Providers in connection with preparation and submission of their responses to this PQQ.

1.1. Background Information

1.2. The Requirement

1.3. Time Table

Set out below is the proposed procurement timetable. This is intended as a guide and, whilst the Company does not intend to depart from the timetable, it reserves the right to do so at any time.
	Date
	Activity

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1.4. Company Contact Point

The Company’s named contact point for the procurement is:

1.5. Instructions for Completion

Recipients are invited to complete the attached PQQ and to submit it, together with any requested supporting information, to the Company by the due date for return in accordance with the procedures set out in the paragraph below entitled “Submission of Completed Pre-Qualification Questionnaires”.

Potential Providers should follow the instructions outlined below when completing this PQQ. 

Potential Providers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Potential Provider’s organisation, this should be indicated, with an explanation.

Questions should be answered in English.

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

Failure to provide the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that a Potential Provider is not invited to participate further. In the event that none of the responses are deemed satisfactory, the Company reserves the right to terminate the procurement and where appropriate re-advertise the procurement.

Potential Providers must be explicit and comprehensive in their responses to this PQQ as this will be the single source of information on which responses will be scored and ranked.  Potential Providers are advised neither to make any assumptions about their past or current supplier relationships with the Company nor to assume that such prior business relationships will be taken into account in the evaluation procedure. 
1.6. Queries about the Procurement

All requests for clarification or further information in respect of this PQQ should be addressed 
to the Company’s named contact point. No approach of any kind in connection with this PQQ should be made to any other person within, or associated with, the Company.

This PQQ is being provided on the same basis to all Potential Providers.
The Company will not enter into detailed discussion of the requirements at this stage.

Any questions about the procurement should be submitted in writing by email, letter or fax for the attention of at the address given in paragraph 1.4 above.

If the Company considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Potential Providers who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the PQQ.

All responses received and any communication from Potential Providers will be treated in confidence but will be subject to this paragraph.

1.7. Additional Information

The Company expressly reserves the right to require a Potential Provider to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this PQQ. The Company may seek independent financial and market advice to validate information declared, or to assist in the evaluation. 

1.8. 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 services or products under any ensuing contract. Responses must enable the Company to assess the overall service proposed.

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

The Company recognises that arrangements in relation to consortia and sub-contracting may be subject to future change. Service providers/suppliers should therefore respond in the light of such arrangements as are currently envisaged. Potential Providers are reminded that any future change in relation to consortia and sub-contracting must be notified to the Company so that it can make a further assessment by applying the selection criteria to the new information provided.

Details should also be provided in relation to the proportion of any contract awarded that the 
Potential Provider proposes to subcontract.

1.9. Potential Provider Contact Point

Potential Providers are asked to include a single point of contact in their organisation for their response to the PQQ. The Company will not be responsible for contacting the Potential Provider through any route other than the nominated contact. The Potential Provider must therefore undertake to notify any changes relating to the contact promptly.
1.10. Submission of Completed Pre-Qualification Questionnaires

Two (2) copies of the completed PQQ should be sent in a plain envelope with the following reference included in the bottom left corner and returned to the Company. The Company does not accept responsibility for the premature opening or mishandling of envelopes that are not submitted in accordance with these instructions.

The responses must be sent to the Company, no later than at the address below. Please note that completed PQQs received after the closing date may be rejected.

1.11. Provider Selection

The Company may disqualify any Potential Provider who fails to:

1. Fails to certify on the Statement of Good Standing that it has fulfilled these requirements.
2. Provide a satisfactory response to any questions in the PQQ or inadequately or incorrectly completes any question.
3. Submit it’s completed PQQ before the deadline.

The Potential Providers who are not disqualified in accordance with the above grounds shall be evaluated on the qualification criteria which take into account the economic and financial standing and the technical or professional ability of the Potential Provider. 

A shortlist of Potential Providers will be drawn up and they will be eligible to participate further in the procurement process.

The Company may seek 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 but the Company reserves the right to request the same as a part of the PQQ process.

Where a Potential Provider has a valid reason for being unable to provide the information requested in relation to economic, financial and insurance matters, the other information considered appropriate by the Company will be accepted.
QUESTIONNAIRE
2. ORGANISATION DETAILS

2.1. Full legal name, address and website of the Potential Provider in whose name the tender will be submitted (the Prime or Single contractor):
	Company Name
	                                  

	Street Number
	                                  

	Town / City
	                                  

	Postcode
	                                  

	Country
	                                  

	Website (if any)
	                                  


2.2. Name, position, telephone number and e-mail address of main contact for this project.
	Name
	                                   

	Position
	                                  

	Telephone Number
	                                  

	Fax Number
	                                  

	E-mail Address
	                                  


2.3. Current Legal status of the Potential Provider (e.g. partnership, private limited company etc.)

	
	Please Tick one Box
	

	Sole Trader
	                   
	                    

	Partnership
	                   
	                    

	Public Limited Company
	                   
	                    

	Private Limited Company
	                   
	                    

	Other (please state)
	                   

	


2.4. Date and place of formation of the Potential Provider and, if applicable, registration under the Companies Act (as it applies in the country of the Potential Provider). Please provide copies of Certificates of Incorporation (where appropriate) and any changes of name, registered office and principal place of business.

	Date of Formation
	                                 

	Place of Formation
	                                

	Date of Registration
	                                

	Company Registration Number
	                                

	Certificates enclosed
	Yes / No (please delete)

	Registered Office
	                                

	Street Number
	                                 

	Town / City
	                                 

	Postcode
	                                 

	Country
	                                 

	Principle Place of Business
	                                

	Street Number
	             

	Town / City
	             

	Postcode
	             

	Country
	             


2.5. Ownership structure

2.5.1. Full Legal name and address of Parent Company if applicable:

	Company Name
	              

	Street Number
	              

	Town / City
	              

	Postcode
	              

	Country
	              

	Website (if any)
	              


2.5.2. Please provide a statement that the Potential Provider and if applicable the Parent Company and Ultimate Parent Company are not 
	Declaration enclosed (Please Tick)
	


2.5.3. Full Legal name and address of (ultimate) Parent Company if applicable.

	Company Name
	           

	Street Number
	           

	Town / City
	           

	Postcode
	           

	Country
	           

	Website (if any)
	       


2.5.4. If the Potential Provider is a division or subsidiary, what is its relationship with the 
2.5.5. Parent Company (ownership, directorship, authority, etc)?

	Relationship
	


Please provide a one-page chart illustrating the ownership of the Potential Provider including relations to any parent or other group or holding companies.
	Ownership structure enclosed (Please Tick)
	


2.6. Please provide a brief history of the Potential Provider’s organisation.

This is to be a Brief history of the Potential Provider’s organisation, no more than 400 words, including details of any parent and associated companies and any changes of ownership over the last 5 years including details of significant pending developments, changes in financial structure or ownership, prospective take-over bids, buy-outs and closures, etc which are currently in the public domain.
The Potential Provider may provide a brochure or printed material that outlines the required information.
	Brief History enclosed (Please Tick)
	


2.7. Is the Potential Provider a consortium joint venture or other arrangement? If so, and if it is available, please provide details of the constitution and percentage shareholdings. (Please refer to the paragraph Consortia and Subcontracting in the introduction to this PQQ)

	Consortium
	Yes / No (please delete)


	Organisation
	Percentage Shareholding

	   
	   

	   
	   

	   
	   


2.8. Registration with professional body.

Where applicable, is the Potential Provider registered with the appropriate trade of professional register (s) in the country where it is registered?

	Evidence of registration with appropriate professional/trade body (insert required details or state “None”)

	   

	   


2.9. Taxation registration number. Please provide VAT, GST or Taxation registration number as required by the country of incorporation and the country where the work is to be performed (if necessary). 

	Tax registration Number
	


3. SUBCONTRACTING AND CONSORTIA

All Potential Providers should answer question 3.1. Where a Potential Provider at this stage of the process intends to sub-contract they should also answer questions 3.2 and 3.3 below. Where a Potential Provider becomes aware of the intention to subcontract at later stages in the procurement they are required to notify the Company of this and provide the information requested below at that time. Where a Potential Provider is a consortium they should indicate which members are proposing to deliver the services.

Where a company states that they are providing the goods and or services, but during the contract period, they intend to subcontract and do not gain the express approval of the Company to do so, the Company shall have the right to terminate any such contract.
3.1. Please tick the box below which applies
	a) Your organisation is bidding to provide the services required itself (if yes, go to question 3)
	   

	b) Your organisation is bidding in the role of Price Contractor and intends to use third parties to provide some services
	   

	c) The Potential Provider is a consortium
	   


3.2. If your answer to 3.1 is (b) or (c) please indicate in the table below (by inserting the relevant company/organisation name) the composition of the supply chain, indicating which member of the supply chain (which may include the Potential Provider itself or solely be the Potential Provider) will be responsible for the elements of the requirement. 
	Requirement
	Company Providing
	% that Company will deliver

	   
	   
	   

	   
	   
	   

	   
	   
	   


3.3. If your answer to 3.1 is (b) and you are unable to confirm all sub-contractors (complete supply chain) at this stage, you will need to demonstrate a satisfactory methodology and track record of delivering a supply chain. Please give a brief outline on policy regarding the use of sub-contractors and, if applicable, the extent to which it is envisaged they may be used in any contract.
	Methodology for procuring supply chain (please provide detail in 300 words or less).

	


4. CAPABILITY

4.1. Please provide details of the Potential Provider’s principal areas of business activity, main products and services
	Brief description of the primary business and main products and services (please provide detail in 300 words or less).

	


4.2. Please provide details of the Potential Provider’s staff numbers. Please provide details of the average annual numbers of both staff and managerial staff over the previous 3 years.
	Number of Direct Employees
	   

	Number of Management Staff
	   


4.3. Please provide information relating to the Potential Provider’s experience of contracts for similar goods, services or works? 

Potential Providers should provide details of up to three significant private or public sector contracts for the supply of goods, services or works which it has performed. Contracts for the supply of goods or services should have been performed during the past three years.   Works contracts may be from the past five years.

Information should not be given about contracts performed by any envisaged supply chain member or sub-contractor.  

The contracts should have been for goods, services and/or works similar to those outlined in the Requirement.  

Potential Providers should ensure that the companies listed would be willing to provide a reference for them and be willing to discuss the Potential Provider’s performance with the Company. The Company reserves the right to contact any or all of these companies for a reference and may wish to visit their premises. 
	Reference
	Contact Name
	Date
	Contract Description
	Contract Value

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  


4.4. Please provide details of the technicians or technical services available to the Potential Provider to carry out the works or provide the goods or services in the requirement, particularly those involved with quality control, whether or not they are independent of the Potential Provider.

	Statement of technical services and technicians available to the Potential Provider. (please provide detail in 300 words or less).

	                  


4.5. In relation to the requirement please provide details of the Potential Provider’s available technical facilities, study and research facilities, tools, plant and technical equipment. 

	Description of facilities available to the Potential Provider. (please provide detail in 300 words or less).

	              


4.6. Where the requirement is for the supply of services or works and the Potential Provider is an individual please provide details of the educational and professional qualifications of:
	
	Documents Attached (please delete)

	Potential Provider
	Yes / No

	Potential Provider managerial staff
	Yes / No

	The persons who will be carrying our the work
	Yes / No


4.7. Please provide details of the Potential Provider’s measures for ensuring quality in relation to the goods to be sold or hired or the services provided under the contract.
	Details of the Potential Provider’s Quality Management System. (Please provide detail in 300 words or less).

	                 


5. FINANCIAL

5.1. Please provide the following financial information or an explanation as to why the Potential Provider cannot provide this information.
5.1.1. 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.
5.1.2. 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 5.1.1.
5.1.3. Where 5.1.2 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.
5.1.4. If the organisation is a subsidiary of a group, (5.1.1) to (5.1.2) are required for both the subsidiary and the ultimate parent company. Where a consortium or association is proposed, the information is requested for each member company. 
5.1.5. 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). 

5.2. Bid Bond, Performance Bond and/or other guarantees of performance and financial standing may be required if considered appropriate as well as confirmation of the organisation’s willingness to arrange for a guarantee or a performance bond

Where the potential provider is dependant financially on a parent company to support its application for this procurement, it must indicate in the box below whether a Parent Guarantee is available if requested. 

	
	(please delete)

	Bid Bond, Performance Bond and or Parent Company Guarantee will be made available
	Yes / No


5.3. Name and address of principal banker.
	Bank Name
	  

	Street Number
	  

	Town / City
	  

	Postcode
	  

	Country
	  

	Bankers Reference
	Yes / No


6. INSURANCE

Please provide evidence of the employers' liability, public liability insurance [and professional liability or indemnity if appropriate] insurance held by the Potential Provider.  The evidence should include the name of the insurers, policy numbers, expiry dates and limits for any one incident and annual aggregate caps and the excesses under the policies.
6.1. Employers’ Liability Insurance
	Name of Insurer
	   

	Street Number
	   

	Town / City
	   

	Postcode
	   

	Country
	   

	Type of Insurance
	   

	Policy Numbers
	   

	Expiry Date
	   

	Limits of indemnity (per occurrence and aggregate)
	   

	Excess (if any)
	   


6.2. Public Liability Insurance
	Name of Insurer
	   

	Street Number
	   

	Town / City
	   

	Postcode
	   

	Country
	   

	Type of Insurance
	   

	Policy Numbers
	   

	Expiry Date
	   

	Limits of indemnity (per occurrence and aggregate)
	   

	Excess (if any)
	   


6.3. Other Insurance 

	Name of Insurer
	   

	Street Number
	   

	Town / City
	   

	Postcode
	   

	Country
	   

	Type of Insurance
	   

	Policy Numbers
	   

	Expiry Date
	   

	Limits of indemnity (per occurrence and aggregate)
	   

	Excess (if any)
	   


7. DISPUTES

7.1. Is there any material pending or threatened litigation or other legal proceedings connected with similar projects against the Potential Provider and/or any of its named supply chain members (sub-contractors) that may affect delivery of this project?
	
	(please delete)

	Legal proceedings pending?
	Yes / No

	Details of the dispute. (please provide detail in 300 words or less).

	       


7.2. Has there been any material litigation or other legal proceedings connected with similar projects against the Potential Provider and/or any of its named supply chain members 
7.3. (sub-contractors) that may affect delivery of this project in the last three years?
	
	(please delete)

	Legal proceedings in last three years?
	Yes / No

	Details of the dispute (s). (please provide detail in 300 words or less).

	


8. STATEMENT RELATING TO GOOD STANDING
STATEMENT RELATING TO GOOD STANDING — GROUNDS FOR OBLIGATORY EXCLUSION (IN ELIGIBILITY) AND CRITERIA FOR REJECTION OF CANDIDATES 
We confirm that, to the best of our knowledge, the Potential Provider is a supplier of good standing.
We warrant that the Potential Provider or its directors or any other person who has powers of representation, decision or control of the named organisation has not been convicted of any of the following offences:

(a) Conspiracy; as described in accordance with any such national law in the country of origin or operation.

(b) Corruption; as described in accordance with any such national law in the country of origin or operation.
(c) The offence of bribery; as described in accordance with any such national law in the country of origin or operation. 
(d) Fraud, as described in accordance with any such national law in the country of origin or operation within the meaning of:

(i) the offence of cheating the Revenue;

(ii) the offence of conspiracy to defraud;

(iii) fraud or theft 

(iv) fraudulent trading;

(v) defrauding the Customs;

(vi) an offence in connection with taxation; or

(vii) destroying, defacing or concealing of documents or procuring the extension of a valuable security;

(e) money laundering as described in accordance with any such national law in the country of origin or operation.; or

(f) Any other offence as defined by the national law of any relevant State.

	Organisation’s Name
	  

	Signed


	  

	Position
	  

	Date
	  


9. DISCRETIONARY GROUNDS FOR REJECTION
9.1. The Potential Provider confirms that it:

9.1.1. being an individual is not bankrupt or has not had a receiving order or administration order or bankruptcy restrictions order made against him or has not made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or does not appear unable to pay or to have no reasonable prospect of being able to pay, a debt or become otherwise apparently insolvent, or is not the subject of a petition presented for sequestration of his estate, or is not the subject of any similar procedure under the law of any other state;
9.1.2. being a company or any other entity has not passed a resolution or is not the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, nor had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is not the subject of similar procedures under the law of any other state;
9.1.3. has not been convicted of a criminal offence relating to the conduct of his business or profession;

9.1.4. has not committed an act of grave misconduct in the course of his business or profession;
9.1.5. has fulfilled obligations relating to the payment of social security contributions under the law of the relevant State in which the organisation is established and operates;
9.1.6. has fulfilled obligations relating to the payment of taxes under the law the relevant State in which the economic operator is established and operates;
9.1.7. is not guilty of serious misrepresentation in providing any information required of him by other procurement organisations or governmental agencies;
	Organisation’s Name
	  

	Signed


	  

	Position
	  

	Date
	  


10. QUALITY ASSURANCE

10.1. Does your organisation hold a recognized Quality Management System certification from an independent body attesting conformity to quality assurance standards based on the relevant European standard or equivalent standard? For example BS/EN/ISO 9000 or equivalent?

	
	(please delete)

	Recognised Quality Management Certification?
	Yes / No

	Details of Certificates. (please list below and attach as part of submission).

	   

	Quality Management Certificates attached?
	Yes / No


10.2. If there is no recognised Certification as per above - does your organisation have a Quality Management System?
	
	(please delete)

	Quality Management System?
	Yes / No

	Outline of System. (please provide policies, procedures and other documentation that will prove the existence of a quality system).

	   

	Supporting documents attached?
	Yes / No


11. TECHNICAL PREQUALIFICATION REQUIREMENTS

11.1. [Purchasers are to liaise with the requisitioner to determine if there are any specific prequalification requirements, such as API certification, Length of time in business.

These requirements are to be clearly listed here and also in the weighting and assessment spreadsheet in the next section]

12.  ASSESMENT OF PREQUALIFICATION QUESTIONNAIRE

In assessing the answers to the following questions, the Company will be seeking evidence of the Potential Provider’s suitability to perform the services in terms of economic and financial standing, technical and professional ability. Qualification criteria will be a combination of both financial and non-financial factors.
12.1. PQQ Assessment Criteria and Scoring.
Scoring will be on a scale of 1-5 with 1 being the least desirable and 5 being the most desirable.
12.2. Weighting. 

Certain elements of the PQQ are of more importance to the Company. An additional weighting factor will be added to the assessed score. The weighting will be a multiplier of between 2 and 5. For example, a quality system certificate may be more important to the Company than whether the Potential Provider is a governmental company. In this case, the score for providing QA certification may have a weighting factor of 3. If Potential Provider 1 scores 2 their final score will be 6 (2 x 3 = 6). If Potential Provider 2 scores 4 their final score will be 12 (4 x 3 = 12). This allows the Company to fairly assess the non financial criteria in a fair and open manner.

	#
	Task
	Weighting

	2.1
	Company name
	0

	2.1
	Website (if any)
	0

	2.2
	Name and contact details of PP
	0

	2.3
	Legal status of PP
	0

	2.4
	Date of formation of PP
	0

	2.4
	Company registration number
	0

	2.4
	Certificates of registration
	0

	2.4
	Registered Office details
	0

	2.5.1
	Parent Company details
	0

	2.5.2
	Declaration for Israel Banned List
	0

	2.5.3
	Ultimate Parent Company details
	0

	2.5.4
	Relationship with Parent Company
	0

	2.5.5
	Ownership Structure provided
	0

	2.6
	History of PP organisation
	0

	2.7
	Consortium Details
	0

	2.8
	Registration with Professional / Trade Body
	0

	2.9
	Taxation Registration Number
	0

	3.1
	Details of which company providing the Goods/Services
	0

	3.2
	% of Consortium providing services
	0

	3.3
	Methodology of providing supply chain
	0

	4.1
	Capability Statement
	0

	4.2
	Employee Numbers
	0

	4.3
	Reference List
	0

	4.4
	Technical Capacity 
	0

	4.5
	Technical Facilities
	0

	4.6
	Professional Qualifications
	0

	4.7
	Quality Management System Methodology
	0

	5.1.1
	Most recent audit accounts (2 Years)
	0

	5.1.2
	Most recent Turnover, P&L statements 
	0

	5.1.3
	Letter from banker (cash flow position)
	0

	5.1.4
	Financial statements from parent company or consortium
	0

	5.1.5
	Turnover directly related to the procurement
	0

	5.2
	Ability to provide Bid and or Performance Bond
	0

	5.3
	Details of principle banker
	0

	6.1
	Details of Employers’ Liability Insurance
	0

	6.2
	Details of Public Liability Insurance
	0

	6.3
	Other Insurances
	0

	7.1
	Are there any pending litigations
	0

	7.2
	Details of past litigations
	0

	8.0
	Statement Relating to Good Standing
	0

	9.0
	Discretionary Grounds for Rejection
	0

	10.1
	Recognised QA system and Certificates
	0

	10.2
	Company based QA management System
	0

	11.1
	API Certification
	0

	11.2
	Technical requirement
	0

	11.3
	Technical requirement
	0

	11.4
	Technical requirement
	0

	11.5
	Technical requirement
	0
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