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1 Instructions for Completion

Thank you for expressing your interest in providing works contract services to the London Borough of Hammersmith & Fulham and North Fulham New Deal for Communities in connection with the improvement of Normand Park.
You are now requested to complete this form in full, typewritten or, if hand-written, in capital letters, in black ink. All questions must be answered, inserting ‘NONE’ or ‘NOT APPLICABLE’ where appropriate.

The information disclosed in this form will be used in the selection of tenderers. However, the issue of any invitation to tender based on this questionnaire does not imply any representation by the Council as to your financial stability, technical competence or ability in any way to deliver the services. The right to return to these matters as part of the formal tender evaluation process is reserved by the Council.

Firms not currently registered in the UK should answer all questions substituting, where relevant, the appropriate professional or commercial registers, legislation, Codes of Practice etc., which are applicable within their domestic jurisdiction.

Please note that whenever used in this questionnaire, the term ‘firm’ refers to a partnership, incorporated company, co-operative  or analogous entities operating outside the UK as appropriate, and the term ‘officer’ refers to any director, company secretary, partner, associate, employee, trustee or other person occupying a position of authority or responsibility within the firm.

Except where instructed otherwise, please give details that relate to the firm or consortium applying for the contract, not to the whole of the group if your firm forms part of a group. Please note that any firm selected and invited to tender for any contract must submit its tender in the name given in response to question A01. Failure to do so without prior approval of the Council will result in tenders being rejected.

This questionnaire must be completed in full even if your organisation has previously submitted a questionnaire to the Council. It is not sufficient to refer to earlier or other questionnaires.

Please include, where appropriate, any supporting documents, marking clearly on all enclosures, the name of your firm and the number of the question to which they refer. Where the space given for any answer is insufficient, please continue your answer on a separate sheet, again clearly marking your firm’s name and the question number to which it relates.

It should be noted that firms unable to demonstrate experience of providing similar services  will not be invited to participate.

Please return three copies of the questionnaire, together with three copies of any supporting documents other than accounts where two copies will be sufficient, by Noon Friday 15th December 2006 to LBHF Projects Team, Planning Division, 5th floor Town Hall Extension, King St, Hammersmith , LONDON, W6 9JU. ONLY HARD COPIES WILL BE ACCEPTED.
Section 2: Organisation Information

	A01
	Name of firm making application
	


	A02
	Registered company name 

(if different from above)
	


	A03
	Address to which correspondence is to be sent.


	


	A04
	Telephone number

Fax number

E-mail


	Tel:………………………………………….
Fax:………………………………………….
Mail to:……………………………………….


	A05
	Details of the Registered Office and any other relevant addresses
	


	A06
	Person applying on behalf of the firm
	


	A07
	Please state the legal nature of the firm submitting the application (e.g. a partnership, private limited company, public limited company or other)
	


	A08
	Has any Officer/Director or Partner of your firm been involved in any firm that has been liquidated or gone into receivership or have any of those individuals ever had a bankruptcy order made against them or made a voluntary composition with creditors? (If so, please attach details).
	No 

Yes, details attached

(Tick appropriate box)




	A09
	Has any Officer / Director or Partner within your firm ever been employed by this Council? (If so, please provide details)
	No 
 

Yes, details attached

(Tick appropriate box)




	A10
	Is any Officer / Director or Partner related to a Councillor or a person employed by the Council at a senior level?  (Grade S01 or equivalent or above. If so please provide details).
	No 
 

Yes, details attached

(Tick appropriate box)




	A11
	Date of incorporation of firm and registration number. Appropriate documents must be provided detailing a change of name.


	Date of incorporation:  ____________________

Registration No:  _________________________

There have been ________ changes of name.
Copies of _________ documents attached




	A12
	Is the firm a part of a group of companies of which it is either the holding company or a subsidiary company?

If the answer is YES; please attach the names and addresses of the ultimate holding company and associated companies, the objectives of the group and full details of the structure of the group including a group organisation chart

Would the group or the ultimate holding company be prepared to guarantee your contract performance as its subsidiary?


	No 
 

Yes



	
	
	Ultimate holding company:

Name: __________________________________

Address: 

Parent company guarantee available?

No 
 

Yes

(Tick appropriate box)




	A13
	Do you propose to deliver the service requirement by way of a joint venture with other firms? 

If the answer is YES, please provide details of the proposed venture, including the financial, managerial and legal relationships between the companies involved (with an organisation chart illustrating these relationships).
	No 
 

Yes, details attached

(Tick appropriate box)




Section 3: Financial Information

	B.01
	Who is the person in the firm responsible for financial matters?
	Name:   

Job title:  


Telephone:  




	B.02
	Please provide, on headed paper, (and for each member of your consortium /

joint venture where appropriate) details of your principal banker, and authorisation for the Council to take up a reference from your bank.
	Details attached

(Tick box if attached)




	B.03
	Please enclose copies of accounts (audited if relevant) and supporting documents for the last three full years of trading and include your full annual company report.

In the case of a joint venture or consortium bid, the above information must be provided for each member of the joint venture or consortium. 

If the firm has not been established for less than 3 financial years, please submit a business plan together with any audited draft interim or management accounts available, detailing the firm’s current performance, cash flow forecast and plans for the future.

	Details attached

(Tick box if attached)




	B.04
	If the latest accounts you are submitting are more than 10 months old, has the 
organisations’ trading position significantly changed? 

If YES, please attach details
	No 
 

Not applicable
 

Yes, details attached

(Tick appropriate box)




	B.05
	Please give details of any outstanding claims or 

litigation above £100,000 against the firm on a separate sheet

	None 
 

_______   Claims outstanding

(details attached)

(Tick appropriate box)




	B.06
	Please state your VAT registration number

	


B.07 Please provide details of your insurance as indicated below:

(a) Employers’ Liability Insurance

	Insurer


	

	Policy Number


	

	Amount of Cover


	

	Expiry Date


	

	Level of Excess


	


(b) Public Liability (Third Party) Insurance

	Insurer


	

	Policy Number


	

	Amount of Cover


	

	Expiry Date


	

	Level of Excess


	


(c) Professional Indemnity Insurance

	Insurer


	

	Policy Number


	

	Amount of Cover


	

	Expiry Date


	

	Level of Excess


	


Section 4: Technical Capability, Capacity and 

                                   References

C.01 
Information is provided with this questionnaire relating to Normand Park and the proposed improvements to the park including a sketch design for the park.   You  should have full regard to this information in responding to the questions in Section 4.  The Council is looking for quality in response to these questions not quantity and for your Company to cover the key issues efficiently and effectively.

C.02 
Please list on Annex B, the details of five organisations to which your firm has provided similar services within the last three years.  The authority may take up references from these referees.

	C.03
	Has your firm withdrawn from a contract prematurely in the last three years?

	No 
 

Yes, details attached

(Tick appropriate box)




	C.04
	Has your firm, following allegations of non-performance, had a contract terminated or ended by mutual agreement in the last three years? If YES, please attach full details.
	No 
 

Yes, details attached

(Tick appropriate box)




	C.05
	Please provide examples of a range of relevant experience in the delivery of hard and soft landscape projects including details of any associated awards relating to these projects and including reference to architectural, civil and structural engineering work that may have been included. 
	Details attached.


(Tick  box)


	


	C.06


	Please specify, within the contracts referred to in the references section, what percentage and areas of the landscape work that were subcontracted to other companies?
	Details attached.


(Tick  box)



	C.07
	What processes would you put into place to effectively work and communicate with the project team including landscape consultant, engineers, the client, clerk of works and the local community.
	Details attached.


(Tick  box)




	C.08
	Looking at the sketch design, please detail what you consider will be the main challenges on site you need to deal with as the main contractor.
	Details attached.


(Tick  box)




	C.09
	Please detail your approach, methods and processes for cost planning, cost control and cost management in relation to delivering the scheme to budget.

	Details attached.


(Tick  box)




	C.10
	Please provide details of how you would ensure that you would maintain the specified quality of workmanship of the scheme.
	Details attached.


(Tick  box)




	C.11
	Does your company have an approved written corporate Environment Policy including a commitment to continuous improvement of environment performance?
	No 
 

Yes, details attached

(Tick  box)




	C.12
	Is your company accredited to ISO 14001:2004 Environment Management System?
	No 
 

Yes, details attached

(Tick  box)




	C.13
	Please detail your sustainability policy and demonstrate your company’s commitment to ensuring sustainability in construction.
	Details attached.


(Tick  box)




	C.14
	Please detail your experience of installing Sustainable Urban Drainage Systems (SUDS), rainwater harvesting or implementing other aspects of sustainable construction.
	Details attached.


(Tick  box)




	C.15

	How would you monitor progress on site in order to keep the job to programme?
	Details attached.


(Tick  box)




	C.16
	What do you consider are the main health and safety issues of working within a live public open space?
	Details attached.


(Tick  box)




	C.17
	Please confirm if you are accredited under the CHAS (Contractors Health and Safety Scheme) or any other scheme accredited by CHAS for membership. It will be a requirement for this scheme that you are accredited under CHAS. You can get further information from www.chas.gov.uk

	Yes Details attached.

No   
(Tick  box)




	C.18
	Please provide a copy of the company’s full equal opportunities policy.
	 Details attached.


(Tick  box)




	C.19
	Please provide a company profile and a statement as to why you believe your company should be shortlisted.  What  added value you can give to the LBHF and the NDC and provide any other matters in support of your application that you feel have not already been covered by your responses to the above questions (maximum 1 x A4)
	Yes Details attached.


(Tick  box)




Environmental Protection and Enhancement

The LBHF and the NDC place a great deal of emphasis on environmental protection and enhancement and is keen to work with others to further sustainable development. All companies who are invited to tender for projects may be expected to demonstrate:

· An understanding of the impact of their business on the environment

· That they are taking steps to minimise any adverse environmental impact their working practices have on the environment

Details may be asked about action taken by the company to:
· Ensure materials used are from sustainable  managed sources, e.g. timber from sustainable managed forest

· Ensure that materials and products used have been processed in a way which causes minimum damage to the environment

· Increase the proportion of products used which have been made from recycled materials

· Ensure any  surplus of waste material is disposed of in a way that causes the least possible adverse impact on the environment

· Reduce waste production and increase the proportion of materials re-used and recycled

· Reduce the use of energy for other purposes through, for example, promoting energy saving behaviour, use of energy efficient equipment and good design practices

· Increase the proportion of energy used which is from renewable sources

· Reduce water use and increase the proportion of water re-used

· Protect natural resources and green spaces and increasing biodiversity

· Reduce air and water pollution and prevent land contamination

· Reduce noise and light pollution


5 Declaration

Please read and sign the declaration below when you have completed the Questionnaire.

I/We certify that the information supplied is accurate to the best of my/our knowledge and understanding and I/we accept the conditions and undertakings requested in the questionnaire. I/we understand and accept that false information could result in my/our exclusion from the tendering exercise or cancellation of any contract awarded.

I/we also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that any such action will empower the Council or the NDC to cancel any contract currently in force and will result in my/our exclusion from the tendering exercise. I/we also understand that canvassing of Officers or Members will result in disqualification from the tendering exercise.

1
 Signature ………………………………………………………………………………
2 
Full name ………………………………………………………………………………
3
 Position …………………………………………………………………………………

4 
For and on behalf of  ……………………………………………………………….…

5 
Date ………………………………………………………………………………………

Before returning this questionnaire, please ensure that you have:

· answered all questions appropriate to your application

· enclosed all relevant documents and necessary attachments, indicating clearly on any attachments the questions to which they refer and the name of your firm

· signed the above declaration

· taken a copy of this form in case of further enquiries

Annexe A: 

Client List and Experience 
Reference One
	1
	Organisation to the which the service was provided and contact name with telephone number and address.
Also contact details of project landscape architect/designers


	

	2
	Description of the works undertaken and role involved.


	

	3
	Value of Contract


	

	4
	Date contract started/finished
	Started

Finished



	5
	Current status of contract


	


Reference Two
	1
	Organisation to the which the service was provided and contact name with telephone number and address.
Also contact details of project landscape architect/designers.


	

	2
	Description of the works undertaken and role involved.


	

	3
	Value of Contract


	

	4
	Date contract started/finished
	Started

Finished



	5
	Current status of contract


	


Reference Three
	1
	Organisation to the which the service was provided and contact name with telephone number and address.
Also contact details of project landscape architect/designers.


	

	2
	Description of the works undertaken and role involved.


	

	3
	Value of Contract


	

	4
	Date contract started/finished
	Started

Finished



	5
	Current status of contract


	


Reference Four
	1
	Organisation to the which the service was provided and contact name with telephone number and address.
Also contact details of project landscape architect/designers.


	

	2
	Description of the works undertaken and role involved.


	

	3
	Value of Contract


	

	4
	Date contract started/finished
	Started

Finished



	5
	Current status of contract


	


Reference Five
	1
	Organisation to the which the service was provided and contact name with telephone number and address.
Also contact details of project landscape architect/designers.


	

	2
	Description of the works undertaken and role involved.


	

	3
	Value of Contract


	

	4
	Date contract started/finished
	Started

Finished



	5
	Current status of contract


	


Need Environmental information for your company?





Do you want to improve your environment performance while increasing competitiveness?














For free up-to-date information on a wide range of environmental issues, legislation and technology, telephone the Government’s Environmental Technology Best Practice Programme on 0800 585794
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