PRE-QUALIFICATION QUESTIONNAIRE (PQQ) 

WHITE CITY AREA PROGRAMME 2007-2009

Notes for Applicants
The purpose of this questionnaire is to assist the London Borough of Hammersmith and Fulham in deciding which organisations to short-list to invite to tender for the following Area Programme projects. Please indicate in the table below which project  you would like to tender for.  If you are applying for more than one project, please submit a separate PQQ for each project. 
Projects









   Tick Box







	1. Business Support Targeted Interventions – promoting and supporting new businesses    
	

	2. Business Skills – supporting new businesses with essential skills requirements,  such as financial management. 
	

	3. Media Sector Support – range of activities to support businesses in the creative and media sector.
	

	4. Tourism and Leisure Sector Support - range of activities to support businesses in the tourism and leisure sector.
	

	5. Employability and Job Brokerage – range of activities  to support local residents in to work. 
	

	6. Skills and Employment advice and support for Disabled people and those claiming benefits on health grounds.
	

	7. Skills and Employment advice and support for Lone Parents.
	

	8. Skills and Employment ESOL – advice and support for residents requiring basic skills and language support.
	

	9. Skills and Employment advice and support for ex-offenders.
	

	10. Construction Industry Skills and Employment advice and training. 
	

	11. Outreach employment and skills information and advice for workless Social Housing residents. 
	

	12. GP based employment and skills information and advice for residents claiming benefits on health grounds.
	


In order to simplify this process, you don’t need to provide supporting documents, for example, accounts, certificates, statements or policies with this questionnaire.

However, we may ask to see these documents at a later stage. You may also be asked to clarify your answers or provide more details.

Please answer every question. If the question does not apply to you please write N/A;

if you don’t know the answer please write N/K. 

Section 11 has a specific question for each of the projects, listed 1 to 12 as in the above table. You will need to answer the specific question for the project that you would like to tender for.  
“Authority” means the London Borough of Hammersmith and Fulham.
Please refer to the ‘Projects outline specifications’ document for further details of the programme. 

Please return this form to:

Mr J Umasuthan,

Regeneration Division,

2nd floor, Riverview House,

Beavor Lane, London W6 9AR

Not later than:  12 noon Friday 2nd February 2007
We will contact you again by: 9th February 2007
If you have any queries about this form please contact:

John Husbands
Tel: 020 8753 3480
email:  john.husbands@lbhf.gov.uk
Please note that any unsigned submissions will not be accepted. 
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	BASIC DETAILS OF YOUR ORGANISATION



	1.1
	Name of the organisation in whose name the tender would be submitted: 
	 

	1.2
	Contact name for enquiries about this bid:
	 

	1.3
	Contact position (Job Title):
	 

	1.4
	 Address:                  

 Postcode:
	 

	1.5
	Telephone number:
	 

	1.6
	Fax number:
	 

	1.7
	E-mail address:
	 

	1.8
	Website address (if any):
	 

	1.9
	Company Registration number (if this applies):
	 

	1.10
	Charities or Housing Association or other Registration number (if this applies). Please specify registering body:
	 

	1.11
	Date of Registration:
	 

	1.12
	Registered address if different from the above:            

Address:

 Postcode:
	 

	1.13
	VAT Registration number:
	 

	1.14
	Is your organisation:          

 (Please tick one)
	i) a public limited company?
	 

	
	
	ii) a limited company?
	 

	
	
	iii) a partnership
	 

	
	
	iv) a sole trader
	 

	
	
	v) other (please specify)
	 

	1.15
	 Name of (ultimate) parent company (if this applies):
	 

	1.16
	Companies House Registration number of parent company (if this applies):
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	FINANCIAL INFORMATION



	2.1
	What was your turnover in the last two years (if this applies)?
	£………… for year ending          --/--/----
	£………… for year ending          --/--/----

	2.2
	Has your organisation met the terms of its banking facilities and loan agreements (if any) during the past year?
	Yes / No

	2.3
	If “No” what were the reasons, and what has been done to put things right?
	 

	2.4
	Has your organisation met all its obligations to pay its creditors and staff during the past year?
	Yes / No

	2.5
	If “No” please explain why not:
	 

	2.6
	What is the name and branch of your bankers (who could provide a reference)?
	Name:

	 
	 
	Branch:

	 
	 
	Contact details:

	2.7
	If asked, would you be able to provide at least one of the following?
	 

	 
	A copy of your most recent audited accounts (for the last two years if this applies)
	Yes / No

	 
	A statement of your turnover, profit & loss account and cash flow for the most recent year of trading
	Yes / No

	 
	A statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	Yes / No
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	BUSINESS ACTIVITIES

	3.1
	What are the main business activities of your organisation?



	3.2
	How many staff does your organisation have?

 (If you are a sole trader, please say so)
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	REFERENCES

	 
	Please provide details of three recent contracts that are relevant to the Authority’s requirement. Where possible at least one should be from the public sector. If you cannot provide three references, please explain why.

	 
	 
	Reference 1
	Reference 2
	Reference 3

	4.1
	Customer Organisation (name):
	 
	 
	 

	4.2
	Customer contact name and phone number:
	 
	 
	 

	4.3
	Date contract awarded:
	 
	 
	 

	4.4
	Contract reference and brief description:
	 
	 
	 

	4.5
	Value:
	 
	 
	 

	4.6
	Date contract was completed:


	 
	 
	 

	4.7
	Have you had any contracts terminated for poor performance in the last three years, or any contracts where damages have been claimed by the contracting authority?
	Yes / No

	4.8
	If “Yes”, please give details:
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	INSURANCE

	 
	Please provide details of your current insurance cover
	Value

	5.1
	Employer’s Liability: 
	£

	5.2
	Public Liability: 
	£

	5.3
	Other (please provide details):
	£
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	QUALITY ASSURANCE



	6.1


	Does your organisation hold a recognised quality management certification for example BS/EN/ISO 9000 or equivalent?
	Yes / No

	6.2
	If not, does your organisation have a quality management system*?
	Yes / No

	6.3
	If you do not have quality certification or a quality management system, please explain why:


	 


	7
	HEALTH & SAFETY



	7.1


	Does your organisation have a written health and safety at work policy? (see notes at end of questionnaire)
	Yes / No

	7.2
	Does your organisation have a health and safety at work system*?
	Yes / No

	7.3
	If “No”, to either of the above please explain why:
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	EQUAL OPPORTUNITIES



	
	Does your organisation have a written equal opportunities policy, to avoid discrimination?
	Yes / No



	
	If you answered “Yes” to the above, is your policy set out:
	

	8.1


	In documents available to staff?
	Yes / No



	8.2


	In recruitment advertisements or other literature?
	Yes / No



	8.3


	If we asked, could you provide relevant examples of these documents or advertisements?
	Yes / No



	8.4


	In the last three years has any finding of unlawful discrimination been made against your organisation by any court or industrial or employment tribunal?


	Yes / No



	8.5


	In the last three years has your organisation been the subject of a formal investigation by the Commission for Racial Equality (CRE) on grounds of alleged unlawful discrimination?


	Yes / No



	8.6


	If the answer to question 8.4 and / or 8.5 is “Yes”, what steps did your organisation take as a result of that finding or investigation?
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	PROFESSIONAL AND BUSINESS STANDING



	 
	Do any of the following apply to your organisation, or to (any of) the director(s) / partners / proprietor(s)?

	9.1
	Is in a state of bankruptcy, insolvency, compulsory winding up, receivership, composition with creditors, or subject to relevant proceedings
	Yes / No

	9.2
	Has been convicted of a criminal offence related to business or professional conduct 
	Yes / No

	9.3
	Has committed an act of grave misconduct in the course of business
	Yes / No

	9.4
	Has not fulfilled obligations related to payment of social security contributions
	Yes / No

	9.5
	Has not fulfilled obligations related to payment of taxes
	Yes / No

	9.6
	Is guilty of serious misrepresentation in supplying information
	Yes / No

	9.7
	Is not in possession of relevant licences or membership of an appropriate organisation where required by law
	Yes / No

	9.8
	If the answer to any of these is “Yes” please give brief details below,including what has been done to put things right.
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	REQUIREMENT SPECIFIC QUESTIONS

	10.1
	How will you measure customer satisfaction?


	 



	10.2
	Please specify what arrangements would be in place to monitor spend and outputs.


	 

	10.3
	Please specify what arrangements would be in place to take remedial action if there was a 10% under-performance within a quarter.
	 

	10.4
	Please state how your provision fits or complements other existing Jobcentre plus, LDA, Learning Skill Council, Department of Health, Home Office or any other public funded provision
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	INDIVIDUAL PROJECT QUESTIONS

	11.1
	Business Support Targeted Interventions – promoting and supporting new businesses:    

Please specify experience of providing business support services to start up or micro-businesses, specifically around coaching, marketing, franchising (and other structured business formats) and the outcomes achieved.  

 
	 



	11.2
	Business Skills – supporting new businesses with essential skills requirements,  such as financial management:  
Please specify experience of providing financial skills to owner managers and business start ups, and the outcomes achieved.   


	

	11.3
	Media Sector Support – range of activities to support businesses in the creative and media sector: 
Please specify experience of delivering business support programmes to freelancers, micro-businesses and SMEs in the media sector.


	

	11.4
	Tourism and Leisure Sector Support - range of activities to support businesses in the tourism and leisure sector: 
Please specify experience of delivering business support programmes to companies in the visitor development, leisure, and hospitality sectors, and the outcomes achieved.


	

	11.5
	Employability and Job Brokerage – range of activities  to support local residents in to work:  
Please specify experience of providing job brokerage and pre-employment training and the employment outcomes achieved. 


	

	11.6
	Skills and Employment advice and support for Disabled people and those claiming benefits on health grounds: 
Please specify experience of providing job search support to disabled people, and providing advice to employers on employing and retaining disabled employees, and the outcomes achieved.


	

	11.7
	Skills and Employment advice and support for Lone Parents: 
Please specify experience of supporting lone parents into work and the employment outcomes achieved.


	

	11.8
	Skills and Employment ESOL – advice and support for residents requiring basic skills and language support: 
Please specify experience of delivering vocationally oriented Skills for Life provision (including ESOL) and the qualification outcomes achieved.  


	 

	11.9
	Skills and Employment advice and support for ex-offenders: 
Please specify experience of providing employment, learning and pastoral support to ex-offenders and the outcomes achieved. 


	

	11.10
	Construction Industry Skills and Employment advice and training: 
Please specify experience of providing on the job learning in construction through work placements and the employment and qualification outcomes achieved.


	

	11.11
	Outreach employment and skills information and advice for workless Social Housing residents:  
Please specify experience of providing outreach to tenants in social housing and marketing employment, learning and self employment provision, and the outcomes achieved.  


	 

	11.12
	GP based employment and skills information and advice for residents claiming benefits on health grounds: 
Please specify experience of delivering an employment and learning programme for disabled people or people with work-limiting health problems (specifically mental health needs) preferably within a health centre, and the employment and learning outcomes achieved.  
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	I declare that to the best of my knowledge the answers submitted in this PQQ (and any supporting modules) are correct. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to be invited to tender for the Authority’s requirement.



	 
	FORM COMPLETED BY

	12.1
	Name:
	 

	12.2
	Position (Job Title):
	 

	12.3
	Date:
	 

	12.4
	Telephone number:
	 

	12.5
	Signature:
	 


Notes:

* “system” means processes and procedures to ensure that the subject is properly

managed. This includes making sure that legal requirements are met.

Health and Safety Policies

Any business employing five or more people has, by law, to prepare and bring to the

attention of employees a written Health and Safety Policy Statement.

A Health and Safety Policy usually consists of three distinct sections namely:

General Policy Statement – a short statement outlining the organisation’s

commitment to Health and Safety, signed and dated by the senior organisation

official (for example, the Managing Director).

Organisation – how the organisation addresses health and safety; lines of

communication between managers and staff; and any specific

duties/responsibilities assigned within the organisation - this should be relatively

straightforward for smaller organisations.

Arrangements – the systems and procedures in place for ensuring employees’

health and safety at work
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