


[image: ]Appendix D – Suitability Assessment

All suppliers are asked to complete the following suitability assessment. Only those answers provided by the winning tenderer will be viewed, prior to final contract award being made. The answers provided under this appendix will not be scored, and therefore will not affect the over-all score awarded to the tenderer.  Unsatisfactory suitability may preclude the winning tenderer from being awarded the contract. 
 
Part 1- Financial Standing

Companies that have been trading for less than a year cannot be considered for this tender exercise as you will be unable to provide essential requirements below.

Please provide a copy of the following to enable an assessment of your financial standing to be undertaken. 

· A copy of your audited accounts for the most recent three years 

Or if these are not available: 

· A statement of your turnover, profit & loss account and cash flow for the most recent year of trading and
· A statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position. 

This information will be used undertake an assessment of your organisation’s economic and financial standing. You will be contacted by the College if this assessment identifies that a parent or other type of guarantee is required.

Assessment criteria:

Turnover test

The value of our contract is estimated to be approximately £13,500 per annum. 

[bookmark: _GoBack]In order to minimise exposure of the College to risk, we require you to have an annual turnover of £4,500 as a minimum per year.

Accounting and liquidity ratios

In addition we will use your accounts to assess your financial standing in respect of the standard accounting and liquidity ratios to include:

	· Current ratio

	· Acid test

	· Profitability as % Turnover

	· External Gearing

In order to be awarded the contract a financial grading of satisfactory or above will need to be achieved. 

Tender risk

We have applied a risk rating of marginal to this contract. Scores feeding into the matrix include:

· Solvency
· Sustainability 
· Status

Tenders will be expected to achieve a status of ‘provisional’ or ‘accept’ in order to be awarded the contract




Please tick to confirm the financial information you are including

	FINANCIAL INFORMATION PROVIDED

	A copy of your audited accounts for the most recent three years 
	

	A statement of your turnover, profit & loss account and cash flow for the most recent year of trading and a statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position
	






Part 2 - References


	Please provide details of up to three contracts that are relevant to the College requirement. Contracts should have been performed during the past three years. (The customer contact should be prepared to speak to the College to confirm the accuracy of the information provided below if we wish to contact them). 


	
	Contract 1
	Contract 2
	Contract 3

	Customer Organisation (name): 

	
	
	

	Customer contact name, phone number and email 

	
	
	

	Contract start date 
Contract completion date 
Contract Value 
	
	
	

	Brief description of contract (max 150 words) including evidence as to your technical capability in this market. 






	
	
	
















Part 3 - Additional Details
Please provide the information requested below:
3.1	Third party sub-contractors
	1.1 Please tick the box below which applies;

	a) Your organisation is tendering to provide the Services required itself. How much of the requirement and what will they directly deliver (%)
	

	b) Your organisation is tendering in the role of Prime Contractor and intends to use third parties to provide some of the Services.
	

	1.2 If your answer to 1.1 is (b) please identify intended subcontractors / partners (if currently known) below:

	Organisation name
	Organisation address and contact details
	Work to be subcontracted / How much of the Requirement and what will they deliver (%) 

	
	
	

	
	
	

	
	
	

	1.3 If you intend to sub-contract part of the supply of services, please outline below a satisfactory methodology and track record of delivering a supply chain and attach a copy of your sub-contracting policy. Your methodology and/or policy should include details as to how sub-contractors are selected and how they are controlled. Please describe your organisations procedures to ensure your sub-contractors and any other contractor with whom you are working, comply with health & safety arrangements, risk assessments and safe systems of work.

	





	1.4 To what extent do you envisage using sub-contractors for this Requirement, if applicable?

	




3.2	Business Continuity Plan
You will be expected to have a satisfactory Business Continuity Plan. Please enclose a copy of your Business Continuity Plan for review. 
	
	
Business Continuity Plan attached     	
	
Y/N




3.3   Insurance Details

You will be expected to have adequate insurance before a Contract Award can be finalised. 

The College’s minimum insurance requirements in relation to this contract are:

Public liability: £1,000,000
Employers liability: £1,000,000
Professional Indemnity: £3,000,000

	
Please provide details of your organisation’s insurance protection by completing the table below:

	Policy
	Insurer
	Indemnity Value

	Public liability
	
	

	Employers liability
	
	

	Professional Indemnity
	
	

	Please attach copies of insurance certification showing policy numbers and expiry dates to your ITT submission.


	Have you attached a copy with this ITT?

	Y / N

	Please state / provide:
(i) in the case of each insurance – Limits of indemnity (per occurrence and aggregate) and Excess (if any)

(ii) details of any other exclusions and/or limitations on any relevant insurance policy (if applicable):

	






3. 4 Health and Safety Policy

This section should also be answered in respect of each or any partner.

	4.1 Please enclose a copy or copies of the written statement of the Health and Safety at Work Act 1974 and regulation 5 of the Management of Health and Safety at Work Regulations 1999) (or EU member state equivalent) of the Supplier or any Partner. [This is a mandatory requirement if you have 5 or more employees].

	Please confirm a copy of your policy is enclosed (plus any proposed Partner’s policy)
	Y/N

	4.2 If your organisation does not have a written health and safety policy, please give the reason why below; (for example, if you have less than 5 employees within your company) and provide a brief description of how Health and Safety is managed in your organisation.

	










3. 5 Equal Opportunities Policy

This section should also be answered in respect of each or any partner.

	5.1 Does your organisation have an Equality and Diversities Policy?
	Y / N

	If yes, have you attached a copy with this tender?
	Y / N

	If your organisation does not have an Equalities and Diversity Policy, please advise us of your intentions and timescale for implementation.

If your organisation does not have a written Equalities and Diversity / Equal Opportunities policy, please give the reasons why (for example, if you have less than 5 employees within your company) and provide a brief description of how Equalities and Diversity is managed in your organisation.

	









3. 6 Environmental Policy
	6.1 Does your company hold ISO 14001 certification?

	 Y / N

	Have you attached a copy with this tender?

	Y / N

	
6.2 Please state whether your company has or will have an environmental/sustainability policy for the provision of any service likely to form part of the Requirement or in accordance with which any environmental requirements of the Contract will be carried out. If so, please state to which part of the Requirement the policy relates to.

	

	
Have you attached a copy with this tender?
	Y / N

	
6.3 If no policy is held, please give a brief outline of your organisation’s commitments to and experience of carrying out similar requirement on other contracts. [Max 100 words]


	




3.7 Quality Management

	7.1 Does your company hold a recognised quality management or assurance accreditation or certification or accreditation relevant to the Requirement and/ or the Contract? E.g. ISO 9001:2000 or equivalent?
	Y / N

	Have you attached a copy with this tender?
	Y / N

	7.2 If your company does not hold a quality management or assurance accreditation or certification, do you have a quality management system and/or policy which are relevant to the Requirement? If so please provide a description or attach a copy showing or explaining how or to what extent equivalent levels of quality assurance to those secure by such certification as is referred to in 7.1 are achieved.
	

	Have you attached a copy of the quality policy with this tender?
	Y / N

	Use this box to insert any description which you wish to give under 7.2.



	If you are in the process of applying for quality management certification, please provide evidence below:
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