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TEMPLATE PRE-QUALIFICATION QUESTIONNAIRE
version 1.05 (March 2010)

This document is a template. The provisions will not be appropriate for all procurements and will need to be tailored. Professional advice should be sought before making use of the document in any specific circumstances.
The PQQ should be sent to all those who have expressed an interest in supplying a contracting authority with a particular requirement following an OJEU notice. The PQQ is used to select a shortlist of bidders out of those who expressed an interest. Those bidders who are successful at the pre-qualification stage will then be invited to tender (in the restricted procedure) or invited to negotiate (negotiated procedure), or to participate in dialogue (competitive dialogue procedure). 

There are strict limits on the questions which can be included at the PQQ stage. Suppliers should only be asked for information which allows the contracting authority to assess: 
· whether the supplier should or may be rejected for the reasons listed in Regulation 23 (including fraud, bribery, and insolvency) of the Public Contracts Regulations 2006;
· the economic and financial standing of the supplier; and  

· the technical and professional ability of the supplier.

It is not permissible at PQQ stage to ask how the supplier will approach the particular requirement, or any questions about the supplier's pricing. Contracting authorities should only request information which is to be used as part of the selection process.

To comply with OGC guidance, you should ensure that, wherever possible, the PQQ is constructed in such a way that small and medium sized enterprises are not excluded, in terms of how financial standing and capability are measured. For example, requiring a minimum turnover, or a minimum number of years of audited accounts, may exclude some potential suppliers. Is this justifiable in terms of the particular requirement?

The template PQQ assumes that the contracting authority is using the restricted procedure. 

Note that the PQQ document will require tailoring to suit the specific circumstances of a procurement, and to add project specific questions to the PQQ.  In particular, amendment may be required to address the following:

· where it is likely that bidders will submit offers as part of a consortium, the contracting authority may want to include more detailed questions about the nature of any consortium;
· where an electronic tendering system is being used, the contracting authority will need to provide details of how this system operates, and how responses should be submitted using the electronic system; and 

· where the requirement is such that, for example, only large multi-nationals will be in a position to bid, the contracting authority may wish to stipulate a higher standard when assessing economic and financial standing and technical/professional ability.
© 2010 Mills & Reeve LLP. You may use the content of this document provided that you accept that Mills & Reeve LLP excludes any and all liability whatsoever and howsoever arising resulting from any use of the content of this document to the fullest extent permissible by law.

Pre-Qualification Questionnaire
For

[insert name of project]
1 Introduction and background
1.1 This Pre-Qualification Questionnaire (“PQQ”) relates to the procurement project advertised by [insert name of Customer Organisation] (the “Customer Organisation”) in the OJEU dated [insert date] with reference [xxx] (the “Requirement”) and has been issued to all suppliers that have responded. 
1.2 Further details of the Requirement are [set out in the Information Memorandum [attached / that can be found at [insert website address] / set out below [insert details]].
2 Purpose and scope of this PQQ 

2.1 As an organisation that has expressed an interest in tendering for the Requirement, this PQQ assesses your:

· technical and/or professional capability; 

· financial and economic strengths; and 

· eligibility.  

2.2 In your response to the PQQ, you will need to demonstrate (within the parameters of Regulations 23-26 of the Public Contracts Regulations 2006) that you have the appropriate qualities and resources to successfully deliver the Requirement. 
3 The procurement process
3.1 This procurement is being conducted under the Public Contracts Regulations 2006.  The Customer Organisation is following the restricted procedure that is provided for under that legislation.  This procurement process is also subject to the Conditions set out at section 6 of this PQQ.
3.2 The key dates for the remainder of the procurement procedure are set out in the table below (although the Customer Organisation reserves the right to vary key dates).
	Event
	Date

	
	

	
	

	
	

	
	

	
	

	
	


3.3 Your completed PQQ response including the attached PQQ response form and a completed Declaration in the form at page [xx] (“Response”) should arrive no later than [insert time] on [insert date]. The Customer Organisation reserves the right to reject any Response which is received after this deadline.
3.4 On receipt of the Responses, the Customer Organisation will perform an evaluation of Responses in accordance with Regulations 23, 24 and 25 of the Public Contracts Regulations 2006, with a view to selecting a shortlist of Tendering Organisations to be invited to submit a tender for the Requirement.

4 Responding to the PQQ
4.1 You must complete all relevant sections of the attached PQQ response form in full. Additional information and supporting documentation should only be supplied where requested. 

4.2 Clearly state, together with reasons, if a section is not applicable to you. Responses should be in English, and should be concise and relevant.

4.3 You should provide [x] copies of your Response in [insert format] format to the following address:


[insert address]
FAO [insert details]
4.4 The Customer Organisation shall have the right to disqualify you from tendering for the Requirement if you fail to complete the relevant parts of the PQQ (in full or part) as required by this document. The Customer Organisation shall also have the right to disqualify your tender at any stage in the process if it becomes aware of any omission or misrepresentation in your response to any question.

5 Queries relating to this PQQ

5.1 You may submit, by no later than [insert time/date], any queries that you have relating to this PQQ. Please submit such queries by email to [email address of the Customer Organisation, ideally one set up specifically for queries relating to the procurement process].  Any queries should clearly reference the appropriate paragraph in the documentation and, to the extent possible, should be aggregated rather than sent individually.  As far as is reasonably possible, the Customer Organisation will respond to all reasonable requests for clarification of any aspect of this PQQ and supporting documents, if made before the above deadline. The Customer Organisation will aim to provide its response by [insert time/date]. No queries received after the above deadline will be answered.

6 Conditions

6.1 In submitting a Response to this PQQ it will be implied that you accept all the provisions of this PQQ including these conditions.

6.2 Your PQQ is submitted on the basis that you consent to:

· the Customer Organisation carrying out all necessary actions to verify the information that you have provided;  

· the analysis of your Responses (in full or part) being undertaken by a third party commissioned by the Customer Organisation for such purposes; and 

· the Customer Organisation requesting further information from you as part of this verification process or to clarify any elements of your Response that are not clear. 

6.3 The Customer Organisation reserves the right to issue the response to any query raised by you to all Tendering Organisations unless you expressly require it to be kept confidential at the time the query is raised.  If the Customer Organisation considers the contents of the query not to be confidential, it will inform you and you will have the opportunity to withdraw the query. 
6.4 The information contained in this PQQ and the supporting documents and in any related written or oral communication is believed to be correct at the time of issue but the Customer Organisation will not accept any liability for its accuracy, adequacy or completeness and no warranty is given as such.  This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the Customer Organisation.

6.5 By issuing this PQQ, the Customer Organisation is not bound in any way to enter into any contractual or other arrangement with you or any other party.

6.6 It is intended that the remainder of this procurement will take place in accordance with the provisions of this PQQ but the Customer Organisation reserves the right to terminate, amend or vary the procurement process by notice to all tendering organisations in writing.  The Customer Organisation will accept no liability for any losses caused to you as a result of this.

6.7 You will not be entitled to claim from the Customer Organisation any cost or expenses that you may incur in preparing your Response. 

6.8 All information supplied to you by the Customer Organisation, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers) unless the information is already in the public domain.  

6.9 The Freedom of Information Act (“FOIA”) applies to the Customer Organisation.  You should be aware of the Customer Organisation’s obligations and responsibilities under FOIA to disclose, on written request, recorded information held by the Customer Organisation.  Information provided by you in connection with this procurement exercise, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by the Customer Organisation in response to such a request, unless the Customer Organisation decides that one of the statutory exemptions under the FOIA applies. If you wish to designate information  supplied as part of a Response as confidential, you must provide clear and specific detail as to the precise elements which are confidential.

6.10 Any attempt by you or your appointed advisers to inappropriately influence the contract award process in any way will result in your Response being disqualified. Any direct or indirect canvassing by you or your appointed advisers in relation to this procurement or any attempt to obtain information from any of the employees or agents of the Customer Organisation concerning another tendering organisation may result in disqualification at the discretion of the Customer Organisation.

6.11 It is your responsibility to ensure that any consortium member, sub-contractor and adviser abides by these conditions.
PQQ response form 
1 Organisational information
1.1 You should complete the details below for the organisation that it is proposed would enter into any contract with Customer Organisation (the “Tendering Organisation”): 
	Name/registered name:
	

	Previous names / registered names (if different):
	

	Current trading name:
	

	Previous trading names (if different):
	

	Registered number:
	

	Year of registration:
	

	Country of registration:
	

	Address / registered address:
	

	Telephone:
	

	Fax:
	

	E-mail:
	

	Web-site:
	


1.2 Type of Organisation:
	Private Limited Company
	
	Public Limited Company
	

	Partnership
	
	UK registered branch of overseas company
	

	Other (please specify)


1.3 List any sub-contractors relevant to this project and their proposed roles. Also set out any aspects of the project where you envisage that the Tendering Organisation will use other as yet unidentified subcontractors. [Note: where sub-contractors are key sub-contractors (i.e. you will be relying on their experience and expertise for the purposes of section 3 of this PQQ) they should be identified as separate organisations and the appropriate sections of this PQQ response should be completed separately for such organisations.]
1.4 Are any grounds for rejection as set out at Regulation 23 of the Public Contracts Regulations 2006 applicable to the Tendering Organisation? [consider attaching copy of Regulation 23]
	Yes
	
	No
	


1.5 Provide details of any holding or parent company of the Tendering Organisation.

	Name/registered name:
	

	Previous names/ registered names (if different):
	

	Current trading name:
	

	Previous trading names (if different):
	

	Registered number:
	

	Year of registration:
	

	Country of registration:
	

	Address / registered address:
	


1.6 Contact point for queries relating to this PQQ

	Name:
	

	Position:
	

	Telephone number:
	

	Email address:
	

	Address:
	


2 Economic and financial information
2.1 The Tendering Organisation must supply the information set out in this section. Where the Tendering Organisation is proposing to support its submission through a guarantee, indemnity, performance bond or undertaking from a parent company or ultimate holding company, then this should be stated and the information requested in this section must be supplied both for the Tendering Organisation and for the relevant parent or ultimate holding company.

2.1.1 A copy of the Tendering Organisation’s most recent audited accounts that cover the last two years of trading, or for the period that is available if trading for less than two years.

2.1.2 A statement of the Tendering Organisation’s turnover, profit and 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 as set out at 2.1.1.

2.1.3 If the information requested at 2.1.2 cannot be provided, a statement of the Tendering Organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position.

2.1.4 If the Tendering Organisation is a subsidiary of a group, the information requested in 2.1.1 to 2.1.3 is required for both the subsidiary and the ultimate parent. 

2.1.5 A separate statement of the Tendering Organisation’s turnover that relates directly to the supply of goods and services similar to the Requirement for the past two years, or for the period the Tendering Organisation has been trading (if less than two years).

2.1.6 [Note: the Customer Organisation may wish to make it a requirement that parent company and/or other guarantees of performance and financial standing are given.]
2.1.7 [Note: the Customer Organisation may wish to ask for details of the Tendering Organisation’s insurance protection in respect of public and professional liabilities.]
3 Technical and/or professional ability

3.1 Please provide details of previous experience of relevant contracts in the last [x] years for the provision of goods/services similar to those to be provided in relation to the Requirement. Projects should be listed in order of decreasing value (total lifetime costs).  
	Project Name and Customer Name
	Value £m
	Set out details of the project, its current status, relevant dates and role

	
	
	


3.2 Please provide details of the approach to project management that you have adopted in similar projects to the proposed Requirement.

3.3 Please provide the client name and address (postal and email) of [3/5] of the specified projects that best illustrate your organisation’s experience relevant to the scope of the current Requirement. Please confirm that the specified clients have no objections to the Customer Organisation contacting them during the pre-qualification stage for reference purposes. 
3.4 Please provide an indication of the percentage of your overall business in the last three years which is attributable to the following sectors [Public service/private sector/specific sector].

3.5 Please state the number of your staff providing goods and/or services similar to those to be provided in relation to the Requirement.

3.6 Briefly describe your organisation’s training and staff development programme for those staff employed in providing the goods and/or services of the type to be provided in relation to the Requirement.
3.7 Briefly describe your organisation’s health and safety policies relevant to the provision of the goods and/or services of the type to be provided in relation to the Requirement. 

3.8 Based on your previous experience please identify the most important factors that have made projects similar to the proposed projects a success and describe any pitfalls encountered and how you addressed these.

3.9 Give details of any projects for contracts in which the Tendering Organisation has been involved [where there has been a failure to complete the project by the scheduled completion date or] where there have been complaints and/or formal court claims in relation to the project. Include, for each project, the reasons for the [failure or] claim.

3.10 Provide a statement of any material non-employment related litigation (pending, threatened or determined) or other legal proceedings against the Tendering Organisation within the last three years that may be relevant to your ability to deliver the Requirement. 
3.11 State if your organisation has, or is seeking, certification under any international, European, British or other quality standards (e.g. BS5750, BS EN ISO 9000 etc). Please state the relevant quality standards, the date of the award and the renewal period, together with the Certifying Body and enclose any appropriate documentary evidence.
Declaration
I am authorised by the Tendering Organisation (and all relevant associated companies and organisations/sub-contractors) to supply the information given in this PQQ response.

I declare that, at the date of signing this declaration, the information given is complete and accurate to the best of my knowledge having made reasonable enquiries. 

The Customer Organisation has our permission to: 
· carry out all necessary actions to verify the information provided; and 

· to pass any information provided to a third party commissioned by the Customer Organisation for the purposes of evaluating our responses. 

I acknowledge that:

· it is a offence to give or offer any gift or consideration to employee of a public body as a reward or inducement in relation to the awarding of a public contract and that such action will give the Customer Organisation the right to exclude a Tendering Organisation from the procurement process; and
· any price fixing or collusion with other bidders in relation to the project shall give the Customer Organisation the right to exclude a Tendering Organisation from the procurement process and may constitute an offence. 

Signed: 

_____________

Name: 


_____________

Position:

[Bid Manager or equivalent]
Organisation:

_____________

Date: 


_____________

Note: The declaration must be signed (as applicable) by an authorised signatory on behalf of the Tendering Organisation (and any associated companies and organisations or sub-contractors). Please return this form with your completed PQQ response form and attachments / enclosures. 
PAGE  
	
	
	



