Pre-Qualification Questionnaire – Guidance Notes for Development

Introduction

The purpose of a Pre-Qualification Questionnaire (PQQ) is to allow any potential supplier interested in bidding for your contract the opportunity to complete a brief questionnaire demonstrating that they have the capacity and are capable of undertaking the contract.  From these suppliers a shortlist of those capable can then be invited to complete the Invitation to Tender (ITT), which is a more in depth questionnaire inviting suppliers to submit in detail how they would deliver the specification of the contract. 

The PQQ is a template document to be used as a guide only.  The majority of the questions within the template are standard questions to prompt the minimum level of information required from bidders in each section.  If there are any additional questions pertinent to the contract that need to be asked at this stage they can be included in whichever section is most appropriate within the PQQ.  

NB: Where questions are added/removed, please remember to re-number remaining questions in that section.

Questions asked in the PQQ must not be repeated in the ITT so it is important to distinguish between the two documents and decide at this stage what information you need to enable you to identify which organisations could deliver the contract.  More specific questions about how organisations would deliver the contract should be asked in the ITT.

The PQQ is used for the selection of Companies which can satisfy our requirements in relation to Economic and Financial standing and Technical/Professional ability.  No other criteria can be used at this stage of the selection process.
Please note that when conducting an Open tender process, the PQQ guidance applies to the first stage of evaluation.
These guidance notes will support you in developing the PQQ into a questionnaire appropriate for the goods/services/works you wish to procure.

Selection Process

Amend this paragraph to reflect the process you will be using i.e. 2 stage process / include dates of presentations if known / detail evaluation panels if specific teams/individuals are to be represented.

Ensure ‘maximum marks available’ are added for each area, including any additional questions included in section 10.  Ideally these should total 100.
Background to Contract

Provide here a brief background of the current situation, the motivation for change and the aims of the contract.  This can include anticipated timescales, budgets where known, anticipated constraints and required outcomes amongst other things.

SECTION 1 – COMPANY INFORMATION

Unless specifically not required, these standard questions should remain to establish the basic contact details and security of the potential supplier.

SECTION 2 – BRIBERY ACT
This section should remain to ensure tenderers undertake all appropriate actions to prevent acts of bribery.
SECTION 3 – CRIME & DISORDER ACT

This section should remain to establish the support of the company in relation to the prevention of crime & disorder in the District.

SECTION 4 – FINANCIAL INFORMATION

4.1 Should remain to ascertain the financial standing of the potential supplier.
4.2 Bonds should be obtained for goods/works/services which will be paid for in advance of delivery.  This is to ensure if the supplier ceases to trade, we can retrieve monies committed.  The level of bond can be decided by the budget holder dependent on the risk and value of the project.  This section can be removed if a bond is not required but cannot be reinstated later in the tender process.  For this reason the wording ‘bonds may be required’ is used to allow the evaluation panel to make that decision after a financial assessment of each bidder has been undertaken.
SECTION 5 – INSURANCE

These questions should remain to establish the levels of insurance maintained by the potential supplier, however, the specific insurance and levels required should be adjusted as appropriate.  Please see appendix A for further details on Insurance requirements.

SECTION 6 – ENVIRONMENTAL ISSUES

These questions should remain to establish the potential suppliers approach to environmental issues.
SECTION 7 – QUALITY ASSURANCE

These questions should remain to establish the potential suppliers approach to Quality.

SECTION 8 – EQUAL OPPORTUNITIES

These questions should remain to establish the potential suppliers approach to equal opportunities and any associated issues.
SECTION 9 – HEALTH & SAFETY

These questions should remain to establish the organisations compliance with legislation and application of Health & Safety Practices.

	9.5
	Include here any additional areas required which are pertinent to the tender.


SECTION 10 – BUSINESS ACTIVITIES/CAPACITY

These questions should remain to establish the structure of the potential supplier and the proposed delivery team.

SECTION 11 – SUPPORTING TECHNICAL INFORMATION / CAPABILITY
This section is for you to include further questions in order to learn more about potential suppliers’ capability to deliver the contract.  This is usually done through seeking further information about suppliers’ previous activities and capacity.  

This section can be structured using specific questions or by requesting a statement detailing previous experience.  When requesting a statement you should consider the contract requirements and provide the following;

· A brief list of areas which must be included

e.g. evidence of adherence to project timescale 

· Specific project experience 

e.g. evidence of delivery of project in City Centre Environment

References should also be sought at this stage to support the experience provided in section 11.

Appendix A

Wakefield Council Insurance Requirements

	
	Purpose
	WMDC Minimum cover accepted
	Contract Requirements

	Public Liability 
	Cover in the event that a member of the public is injured and the accident is deemed to be the business' fault.
	£5million
	All Contracts

	Employers Liability 
	Cover in the event that an employee is injured or dies, and the business is sued for negligence
	£10million
	All Contracts

	Professional Indemnity
	Cover in the event that the business is sued by a client who claims that they have suffered a loss as a result of the business’/employees professional negligence. 
	In line with Industry Standards 

(seek advice from Insurance section if unsure)
	Required in contracts where professional advise/solutions will be given to clients e.g. Architects, consultants 

	Product Liability
	Cover in the event that any goods that the business supplies cause injury, illness, loss or damage to a member of the public.
	£5million


	Required in contracts for goods, not services or works.  


