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Pre-Qualification Questionnaire for:
NHS Electronic Staff Records System (ESR)

Deadline: 24th January 2014 at 12 noon
PQQ Reference: [59164]

PART B – PQQ Response




Introduction
Potential Bidders are required to complete all the sections and appendices (taking into consideration the word count limits applied) and return this PQQ Response to the Authority together with the requested additional information in accordance with the instructions set out in Part A.  
Please answer all questions as failure to do so may result in the tender being considered non-compliant and rejected.  Where questions do not apply, please mark as “N/A” (Not Applicable) and provide a brief explanation as to why this is so.
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[bookmark: _Toc374623343]Organisational Checks

Where a consortium or sub-contracting approach is proposed please respond in respect of the Lead Bidder and each of Key Supply Chain Members.

[bookmark: _Ref253393262][bookmark: _Toc371073391][bookmark: _Toc374623344]Potential Bidder name
[bookmark: _Toc161730016][bookmark: _Toc161731620]Please confirm the name of the Potential Bidder*:
	Potential Bidder Name:
	[bookmark: TextName][Insert Potential Bidder name here]


· Full name of organisation tendering (or of organisation acting as the Lead Bidder where a consortium bid is being submitted)

[bookmark: _Toc371073392][bookmark: _Toc374623345]Contact details*
[bookmark: _Toc371073393]*Potential Bidders must provide contact details for the lead person responsible for this tender:
	Lead Name
	     

	Telephone number
	     

	Email address:
	     

	Address:
	     


Potential Bidders must provide contact details for the day to day contact person for this tender if this is different from the lead person.
	Contact Name†
	[bookmark: Text2]     

	Telephone number
	[bookmark: Text4]     

	Email address:
	[bookmark: Text5]     

	Address:
	[bookmark: Text3]     


†Contact is the person responsible for any queries relating to this proposal

[bookmark: _Toc371073394][bookmark: _Toc374623346]Organisation details
	Registered Office Address
	     

	Company or charity registration number
	[bookmark: Text21]     

	VAT registration number
	[bookmark: Text22]     

	Name of immediate parent company (if applicable)
	[bookmark: Text23]     

	Name of ultimate parent company (if applicable)
	[bookmark: Text24]     

	Type of organisation (Please select from list)
		i) a public limited company
ii) a limited company 
iii) a limited liability partnership 
iii) other partnership 
iv) sole trader 




	If other type of organisation that is not on the above list, please specify
	[bookmark: Text25]     



[bookmark: _Ref295291454][bookmark: _Toc371073395][bookmark: _Toc374623347]Consortia & Sub-Contracting
[bookmark: _Toc161730030][bookmark: _Toc161731634][bookmark: _Toc161730036][bookmark: _Toc161731640][bookmark: _Toc161730037][bookmark: _Toc161731641][bookmark: _Toc161730038][bookmark: _Toc161731642]Please specify the type of Potential Bidder that is responding to this opportunity:
	
	Tick one box only

	Type A:
An organisation able to provide all the requirements itself
	|_|

	Type B:
An organisation bidding in the role of Lead Bidder and intends to use third parties to provide some of the services
	|_|

	Type C:
An organisation / group able to provide all the requirements as a consortium
	|_|



	
	Tick one box only

	Please confirm that Appendix B has been duly completed to indicate the composition of the supply chain.  
	|_|

	If bidding as a consortium, please confirm that you agree to the Authority reserving the right to require your consortium, if successful, to adopt such structure as may be considered by the Authority to be appropriate to the requirements of the Agreement.

	|_|



[bookmark: _Ref295216823][bookmark: _Toc371073396][bookmark: _Toc374623348]Non-UK businesses
Please confirm the following
	(a) Is the business registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set of in Annexes IX A-C of Directive 2004/18/EC) under the conditions laid down by that member state)
	Yes/No

	(b) [bookmark: _Ref295216830]Is it a legal requirement in the country where the Potential Bidder are established to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement
	Yes/No



	If the response to A5(b) is yes, please provide details of what is required and confirm that compliance has been achieved

	     



[bookmark: _Toc371073397][bookmark: _Toc374623349]Grounds for mandatory rejection
In some circumstances, the Authority is required by law to exclude Potential Bidders from participating further in the procurement.  
If “NO” cannot be answered to every section in this question it is unlikely that this application will be accepted.  
Please provide a response of “YES” or “NO” to each question below.
	Has your organisation or any directors or partner or any other person who has power of representation, decision or control been convicted of any of the following offences?
	Response

	conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA
	Yes/No

	corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906, where the offence relates to active corruption
	Yes/No

	the offence of bribery (within the meaning of section 1 or 6 of the Bribery Act 2010) where the offence relates to active corruption;
	Yes/No

	fraud, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities, within the meaning of

	the offence of cheating the Revenue
	Yes/No

	the offence of conspiracy to defraud
	Yes/No

	fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978
	Yes/No

	fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006
	Yes/No

	fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994
	Yes/No

	an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993; or
	Yes/No

	destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969
	Yes/No

	fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or
	Yes/No

	making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of the Fraud Act 2006
	Yes/No

	money laundering within the meaning of section 340(11) of the Proceeds of Crime Act 2002;
	Yes/No

	i)   an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996;
	Yes/No

	ii)  an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994
	Yes/No

	Any other offence within the meaning of Article 45(1) of the Public Sector Directive as defined by the national law of any relevant State
	Yes/No

	For any situation which is similar to (a) through to (f) above (please provide details below)

	[bookmark: Text06]     



[bookmark: _Toc371073398][bookmark: _Toc374623350]Grounds for discretionary rejection
The Authority is entitled to exclude from consideration organisations to which any of the following apply, but may allow bidding to proceed.  
If you cannot answer satisfactorily to every question, it is possible that your application will not be accepted.  If so, please set out full details of the relevant incident and any remedial action taken subsequently.  The information provided will be taken into account by the Authority in considering whether, or not you will be able to proceed any further in respect of this procurement exercise.

	Is any of the following true of your organisation
	Response

	Being an individual
is a person in respect of whom a debt relief order has been made or is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order or a debt relief restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has made any conveyance or assignment for the benefit of his creditors or appears unable to pay, or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state)
	Yes/No

	Being a partnership constituted under Scots law
has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate
	Yes/No

	Being a company of or any other entity within the meaning of section 255 of the Enterprise Act 2002
has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or has had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of the above procedures or is the subject of similar procedures under the law of any other state
	Yes/No

	Has your organisation

	been convicted of a criminal offence relating to the conduct of his business or profession
	Yes/No

	committed an act of grave misconduct in the course of his business or profession
	Yes/No

	failed to fulfil obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which you are established
	Yes/No

	failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established;
	Yes/No

	been guilty of serious misrepresentation in providing any information referred to within this regulation or regulation 24, 25, 26 or 27 of the Public Contract Regulations 2006, or has not provided such information in response to a request by the contracting authority
	Yes/No

	For any 'yes' answer to any of the above (a) through to (h) questions, please provide details below

	     

	Additional detail
	Response

	The Potential Bidder must state whether, from 1 April 2013 onwards:
(i) its tax affairs have given rise to a criminal conviction for tax related offences which is unspent, or to a penalty for civil fraud or evasion; and/or
	Yes/No

	(ii) any of its tax returns submitted on or after 1 October 2012 has been found to be incorrect as a result of:
· HMRC successfully challenging it under the General Anti-Abuse Rule (GAAR) or the “Halifax” abuse principle; or 
· a tax authority in a jurisdiction in which the Potential Bidder is established successfully challenging it under any tax rules or legislation that have an effect equivalent or similar to the GAAR or the “Halifax” abuse principle ; or 
· the failure of an avoidance scheme which the Potential Bidder was involved in and which was, or should have been, notified under the Disclosure of Tax Avoidance Scheme (DOTAS) or any equivalent or similar regime in a jurisdiction in which the Potential Bidder is established.
	Yes/No

	If answering “yes” to either i) (i) or i) (ii) above, the Potential Bidder may provide details of any mitigating factors that it considers relevant and that it wishes the Authority to take into consideration. This could include, for example: 
· Corrective action undertaken by the Potential Bidder to date; 
· Planned corrective action to be taken; 
· Changes in personnel or ownership since the Occasion Of Non Compliance (OONC); or 
· Changes in financial, accounting, audit or management procedures since the OONC. 
In order to consider any factors raised by the Potential Bidder the Authority will find it helpful to have the following information: 
· A brief description of the occasion, the tax to which it applied, and the type of “non-compliance” e.g. whether HMRC or the foreign tax authority has challenged pursuant to the GAAR, the “Halifax” abuse principle etc. 
· Where the OONC relates to a DOTAS, the number of the relevant scheme. 
· The date of the original “non-compliance” and the date of any judgement against the Potential Bidder, or date when the return was amended. 
· The level of any penalty or criminal conviction applied. 

	     

	Health and Safety and Corporate Social Responsibility
	Response

	(j) Does your organisation have a written health and safety policy at work?
	Yes/No

	(k) Does your organisation have a health and safety at work system? In this question, system means processes and procedures to ensure that the subject is properly managed and making sure that legal requirements are met.
	Yes/No

	(l) Have you been subject to any prosecutions, enforcement notices or other statutory notices served on the Bidder by the Health and Safety Executive or Environment Agency (or equivalent if the Bidder is not UK-based) or under any other relevant or equivalent legislation (e.g. planning, control of pollution, noise pollution etc.)?
	Yes/No

	(m) Does your organisation have a Corporate Social Responsibility and environmental policy?
	Yes/No

	For any 'no' answer to questions (j), (k), (m) or a 'yes' answer to question (l), please provide details below

	

	Contract Performance
	Response

	[bookmark: _Toc325472556](n) Has your organisation, within the past three years:
[bookmark: _Toc325472557] - had a contract for services similar in nature terminated prematurely and/or
- had a contract, relevant to nature of the Services, not renewed due to failure to perform satisfactorily in accordance with the terms of that contract?  
	Yes/No

	[bookmark: _Toc325472559](o) Has your organisation, within the past three years, withdrawn from a contract of services similar in nature, prematurely for any reason?

	Yes/No

	[bookmark: _Toc325472561](p) Has your organisation, within the past three years: (i) had any claims made against it which are outstanding (and which may impact upon your ability to deliver the Services), (ii) is subject of any material litigation for a contract of services similar in nature to those it is bidding for or (iii) is involved in a dispute which is being escalated with the client and may result in material litigation?
	Yes/No

	[bookmark: _Toc325472564](q) Please confirm that your anti-bribery & corruption policy and procedures include: 

[bookmark: _Toc325472565]- measures you use to prevent bribery from occurring
[bookmark: _Toc325472566]- training programmes to provide personnel with adequate and regular training in order to ensure an understanding of the policy and procedures and their obligations arising from it
[bookmark: _Toc325472567]- maintenance and retention of records documenting agreements made with customers and suppliers
- keeping the anti-bribery and corruption policy up-to date.
	Yes/No

	(r) Is there anything else within your organisation’s knowledge which you reasonably believe could have any detrimental effect on your ability to provide the contract requirements?
	Yes/No

	For any 'no' answer to questions (n), (o), (p) and (r) or a 'yes' answer to question (q), please provide details below

	



[bookmark: _Toc371073399][bookmark: _Toc374623351]Organisational size / headcount
Potential Bidders should note that this response has no weighting and is not evaluated under this Procurement.  The response is required from the Lead Bidder alone.
Please provide details of the Potential Bidder’s staff numbers (this is the average annual numbers of both staff and managerial staff employed over the last trading year).

	
	Reference Year
	Average AWU**

	The average staff number should be expressed in annual work units (AWU) 
	[bookmark: Staff1]     
	[bookmark: Staff2]     



**	Anyone that has worked full-time within the enterprise, or on its behalf, during the reference year counts as one unit.  Part-time staff, seasonal workers and those who did not work the full year are treated as fractions of one unit.

[bookmark: _Toc374623352][bookmark: _Toc371073400]Past performance 

	Please provide a list comprising a statement of the 6 relevant principal service contracts provided by you, in the previous 3 years

	     



The list should include 6 contracts in respect of complex IT projects within the past 3 years and/or which have an annual value greater than £20m per annum or equivalent foreign currency amount. This list may include but not necessarily be limited to the contracts used for the case studies.
Performance Certificates should be obtained from each client/contract in respect of each contract referred to above in the form set out in Appendix E ("Performance Certificate") and provided to the Authority as part of this PQQ Response.
If any such Performance Certificate cannot be obtained by the due date for this PQQ Response, please provide an explanation of the steps taken to obtain it and why it is not available and provide self-certification (available in the same form).
If the Performance Certificate does not state that the services have been provided satisfactorily in accordance with the terms of the contract in question, please submit information to show that any reason why services were not so provided will not recur in the performance of the Agreement to be awarded as part of this Procurement.  Please note that the Performance Certificates are provided for information only and will not be scored.
[bookmark: _Toc374623353]
Financial Assessment
Potential Bidders' responses to this Section B will be used to undertake an assessment of the economic and financial standing of your organisation. 
Potential Bidders and Key Supply Chain Members are reminded that the following sections must be completed:
· Section B1 (Evidence of Financial Standing) of this Part B is the be completed by the Lead Bidder and each Key Supply Chain Member;
· Section B2 (Parent Company Guarantee) of this Part B is to be completed by the Lead Bidder;
· Section B3 (Evidence of Financial Capacity) of this Part B is to be completed by the Lead Bidder. 
"Key Supply Chain Members" are defined as "the Supply Chain Member(s) who will play a significant role in the delivery of the Services by delivering approximately 20% or more of the estimated total value of the Services”.

	[bookmark: _Toc374623354]B1. Evidence of Financial Standing
Have you supplied the following information for the Lead Bidder and each Key Supply Chain Member; and the ultimate Parent Company of each of the Lead Bidder and Key Supply Chain Members?
	Response

	B1.1
	a A copy of your audited accounts for the most recent two years
	

	B1.2
	Where the information in B1.1 is not available, please provide one of the following:
	

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

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

	
	c) Alternative means of demonstrating financial status if trading for less than a year  
	Yes/No

	B1.3
	Where the financial information provided in B1.1 relates to a period more than 12 months prior to the date of this PQQ, copies of unaudited three or six monthly financial information, covering the same information set out in B1.1 above
	Yes/No

	B1.4
	The information required in the table of Appendix B.
	Yes/No

	B1.5
	The latest Dun and Bradstreet Report for your organisation where this is available.  If not available, please state that this is the case.
	Yes/No

	B1.6
	Please confirm that your organisation has met the terms of its banking facilities and loan agreements (if any) during the past year
	Yes/No

	
	If the case of a 'no' answer to the above question, please explain.
	






	[bookmark: _Toc374623355]B2. Parent Company Guarantee  
The Authority anticipates that it may require a Parent Company Guarantee, or other guarantees of performance and financial standing to the equivalent value, as a condition of contract.
Any Parent Company Guarantee or equivalent will have to be in a form that is acceptable to the Authority.  Where the selected Potential Bidder adopts a sub-contracting approach, this guarantee would be required of the Lead Bidder.  
	Response

	B2.1
	Are you prepared to provide a Parent Company Guarantee; or
	Yes/No

	B2.2
	Where the Potential Bidder has no parent, are you prepared to provide another guarantee of performance and financial standing to the equivalent value? Please outline below the anticipated form of the equivalent guarantee.
	Yes/No

	[Insert response to B2.2]




	[bookmark: _Toc374623356]B3. Evidence of Financial Capacity
	Tick where provided

	B3
	It is anticipated that the successful Potential Bidder will require available financial capacity of at least £15m in order to support successful delivery of the services. Please set out in the box below a description of the sources of finance available to you to support this Agreement, along with a description of the evidence of these sources that you have provided.  These sources could include available cash balances, bank facilities or other sources of finance.   
	Yes/No

	[Insert response to B3, Please enclose evidence to support the position you have set out above.  This evidence may include copies of bank statements, a letter of support from your bank or other similar evidence.]
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[bookmark: _Toc374623357]
Technical Assessment (Regulation 25)

Where the Potential Bidder is a special purpose vehicle and not intending to be the main provider of the Services, the requested information should be provided in respect of the intended provider(s) of the services.
Case Studies 
All Potential Bidders must supply a minimum of 3 and maximum of 6 relevant examples of previous work in the form specified in Appendix D of Part B – PQQ Response (the 'case studies')

Questions C1 – C10 All questions must be answered using and cross referring to experience from the case studies, highlighting where possible examples and relevant experience.
	[bookmark: _Toc374623358]Contract performance 
Please describe your experience of managing the performance of large scale and complex HR and Payroll system and services contracts, including:
· the size, scale and complexity of relevant contracts,
· how you approached contract management;
· how you delivered business results by driving contract performance metrics;
· how you have improved performance over time with specific reference to any key performance indicators; and
· the results of your success, including benefits delivered to customers.


	Potential Bidder Response :


	[bookmark: _Toc374623359]C2. Risk management 
Please demonstrate your ability and approach to managing the inherent risks of software and system  operation and development including:
· how you identify and categorise risks;
· how your risk management approach avoids or minimises the impact of significant issues, including specific examples;
· how you balance the need for agility and flexibility with robustness and reliability; and
· any creative and innovative risk management and mitigation strategies.

	Potential Bidder Response :


	[bookmark: _Toc374623360]C3. Ability to develop and manage user requirements
Please demonstrate your experience in assisting clients to develop, interpret and manage user requirements to the extent necessary to successfully develop system and operational outputs and outcomes, including:
· your processes for tracking and managing user requirements as they emerge;
· your mechanics for investigating and considering options for delivering requirements, including relevant considerations such as deliverability, benefits, risks and timescales;
· your governance processes for prioritisation of potential requirements;
· approaches for improving user understanding of what will be delivered; 
· engagement of users in the design process; and
· how you ensure high quality communications and engagement throughout.

	Potential Bidder Response :





	[bookmark: _Toc374623361]C4. Experience in collaborative relationships
Please describe how you have developed relationships when delivering contracts, both between any consortium partners and/or subcontractors and with the client organisation.  Specific examples should illustrate how the development of these relationships assisted in the delivery of the contract and the management of successful outcomes including:
· how the relationships have been established and customised for the specific contract;
· how necessary infrastructure was established to manage relationships;
· your approach to the allocation of work amongst parties, and the consideration of, and allocation of, appropriate resource levels to task;
· where, and how you have ensured continuity of personnel and engagement over prolonged periods; and
· how you have maintained collaborative relationships through exit and contract termination situations.
Please provide any charters or governance structures or other documentation that support your claims. 

	Potential Bidder Response :


	[bookmark: _Toc374623362]C5. Ability to manage system transition 
Please describe your ability to manage large scale service transitions, including take on of legacy technology and operational systems, demonstrating experience of transition of a significant size and scale, in relation to hardware, software and personnel transfer including: 
· design, delivery and subsequent successful execution of structured transition plans;
· your approaches to taking on and managing inbound transfer from legacy suppliers and systems;
· how you have approached operating in environments with incomplete or inaccurate information;
· your approach to the limitations of due diligence / assessment;
· where you have successfully taken on legacy hardware platforms; and
· how you have transferred knowledge from, and where appropriate, retained staff in TUPE transfer environment.
Please include indicators and results of successful transition as well as approaches to managing risk.  Examples of both how you have taken on and transitioned services to other suppliers are expected.

	Potential Bidder Response :


	[bookmark: _Toc374623363]C6. Ability to manage transformation of legacy technology platforms
Please give examples of how you have managed transformative upgrades of large scale legacy systems to a new platform or environment, including:
· how you have identified and prioritised opportunity for business performance improvement;
· how you have rapidly developed and deployed improvements without compromising system integrity;
· your approach to incorporating late emerging requirements;
· how you have successfully segmented and componentised large complex systems;
· how you have driven up usage and satisfaction with large complex systems.
Please include both business and technical indicators of successful transition.

	Potential Bidder Response :





	[bookmark: _Toc374623364]C7. Experience in professional project management 
Please describe your approach to the provision of professional project / programme management (P/PM) services, and the extent to which your project management approach has contributed to successful outcomes, including:
· how your P/PM method has driven performance outcomes; 
· how you have created a culture of P/PM within client and user teams; and
· where you have successfully used P/PM techniques to deliver large complex transformation activities to time and budget.


	Potential Bidder Response :


	[bookmark: _Toc374623365]C8. Experience in system operations 
Please describe your approach to the management of on-going system operations through the life of the contract, including (but not limited to):
· your approach to service management;
· the indicators of success by which you judge your service management operation;
· how this has enabled you to respond quickly and efficiently in changing environments;
· how you have responded to environmental factors / issues outside of your control;
· your approach to testing and acceptance activities for mission critical service;
· how you have created a continuous improvement culture and environment leading that has led to improvements in service; and
· how you have successfully transferred established services from yourselves to alternative suppliers or back in house to customers.

	Potential Bidder Response :


	[bookmark: _Toc374623366]C9. Experience in managing users and stakeholders 
Please outline, your approach to managing and engaging with key users and stakeholders across distributed multi-organisation environment whose support is required to ensure successful outcomes including details of: 
· where you have, through engagement, driven up usage and adoption, including indicators and results of successful customer service;
· user stakeholder engagement that has led to change in behaviours / metrics;
· approaches to exert influence rather than direct / incentivise;
· approaches to successful engagement with users / stakeholders; and
· approaches to understanding, and measuring, what is important to users.

	Potential Bidder Response :


	[bookmark: _Toc374623367]C10. Capacity and capability
Please explain the capacity and capability available for contracts from within your proposed organisation / supply chain or consortium.  Responses are expected to include, but not be limited to, details of:
· the overall level of resource available with relevant skills to support new contracts;
· CVs of likely key leadership individuals who are responsible for undertaking critical roles of the new contract delivery (no more than 8 expected and these are in addition to the answer limit).   It is the Authority's expectation that, in so far as it is practicable to do so, these key individuals will also be part of the team in charge of delivering the Services to be designated later in the Procurement by the Potential Bidders;
· examples of the typical profile of more junior resources you would expect to support these individuals (including typical levels of experiences, training and professional qualifications).

	Potential Bidder Response :




[bookmark: _Toc374623368]Declaration

Potential Bidders are required to complete this form to validate their submission.


I declare that to the best of my knowledge the answers submitted in this PQQ are correct. I understand that the information will be used in the process to assess the Potential Bidder’s suitability to be invited to tender for the Authority’s requirement and I am signing on behalf of the Potential Bidder. I understand that the Authority may reject this PQQ if there is a failure to answer all relevant questions fully or if I provide false/misleading information
I certify that all potential conflicts of interest have been duly disclosed in Appendix C.
I understand that the Authority will not be liable in any circumstances for any costs incurred by us during this procurement process.
I confirm that I am authorised on behalf of the Potential Bidder to complete and submit this PQQ.


Submitted for and on behalf of the Potential Bidder:
Signature:
Name:		


Position/Status in the Lead Bidder:	
Lead Bidder's name:	
Lead Bidder's address:	
Date:





[bookmark: _Toc374623369]Appendix A – Confidential & Commercially Sensitive Information 
General

All the information that the Authority supplies as part of this Procurement may be regarded as Confidential Information as defined in the Agreement.
The Potential Bidder considers that the type of information listed in paragraph 2.1 below is 'confidential' information.
The Potential Bidder considers that the type of information listed in paragraph 2.2 below is 'commercially sensitive' information.

Types of Information that the Potential Bidder considers to be 'confidential'
[bookmark: _Ref306090009]Type 1: Confidential information:
	Information considered confidential
	Reason for FoIA exemption 
(Include paragraph reference)
	Period exemption is sought (Months)

	
	
	

	
	
	



[bookmark: _Ref306090036]Type 2: Commercially sensitive information:
	Information considered commercially sensitive
	Reason for FoIA exemption 
(Include paragraph reference)
	Period exemption is sought (Months)

	
	
	

	
	
	






[bookmark: _Toc374623370]Appendix B – Lead Bidder and Supply Chain Members
Potential Bidders are required to complete the following table with information about each of the Lead Bidder and Supply Chain Member organisations included within their bids, including each organisation’s role in the delivery of the services (including its participatory role in the shareholding of any SPV entity), the value of services to be delivered by each organisation and the turnover of each organisation and its Parent Company.
Entries in the column ‘Anticipated value of the services to be delivered by Organisations as a % of total value of Potential Bidder services’ should total 100%.
The Authority understands that the anticipated value of services to be delivered by each organisation as a % of the total value of the Potential Bidder’s services will be indicative at the PQQ stage.

	
	Organisation Name
	Role within Potential  Bidder
(e.g. Prime; Sub-contractor, Consortium member)
	Brief description of role in delivering the services
	Equity Participation in SPV (where applicable)
	Anticipated value of services to be delivered by Organisation as a % of total value of Potential Bidder services
	Organisation
Turnover (Most recent year for which audited accounts provided), £’000
	Organisation
Turnover (Prior Year), £’000
	Organisation
Turnover relating to provision of HR Management / Payroll services
(Most recent year for which audited accounts provided), £’000
	Organisation
Turnover relating to provision of HR Management / Payroll services 
(Prior Year), £’000
	Parent Turnover 
(Most recent year for which audited accounts provided), £’000
	Parent Turnover 
(Prior Year), £’000

	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	





[bookmark: _Toc374623371]Appendix C – Conflicts of Interest
Potential Bidders have a continuing duty to disclose actual or potential conflicts of interest in respect of itself, and its supply chain members.

Please describe any (potential) conflicts of interest that the Potential Bidder has identified and how these will be managed*:

[bookmark: Check8]If you DO NOT have any conflicts to declare, please tick this box: |_|


· Potential Bidders are reminded that failure to identify material conflicts of interest may lead to rejection of its tender response.


Guidance:
Potential Bidders should describe in the detail the perceived conflict (how it could be perceived in the context of this Procurement) and the measures it will take to mitigate the conflict through the procurement life-cycle and service delivery.

[bookmark: _Toc374623372]Appendix D – Case Studies

The 'case studies' will be requested in the format below and be a maximum of 3 sides of A4.  Each case study should include:
· A summary of the contract and services provided 
· A summary of the approach the Potential Bidder took
· A description of the challenges faced and how they were overcome
· A description of the benefits delivered
· Contact details for the client (name, email, etc).

	Potential Bidder Response


	Case Study 1
	Response

	Organisation name
	[bookmark: Text26]     

	Customer Contact name, phone & email
	[bookmark: Text27]     

	Contract start & completion date
	[bookmark: Text28][bookmark: Text29]From       to      

	Contract Value
	[bookmark: Text30]     

	Description of the case study

	     





[bookmark: _Toc374623373]Appendix E – Form of Performance Certificate

Name of Supplier…………………………………. ("Supplier") 
Contract Title……………………………………… ("Contract") 
Customer………………………………………….. ("Customer") 

Contract 
Details of the Contract to which this certificate relates are set out in the table below: 
Performance 
		Contract Number 
	



		Customer Contact (name, address, telephone number and e-mail) with whom [the Departmental Body] can raise further queries should we wish to do so 
	



	Contract title plus brief description of the goods supplied and/or services provided, and the consideration received
	The dates on, or between, which the goods or services were (and/or were to be) sold or provided

	[Details to be completed by bidder] 

	
	
	




OPTION A: 
We hereby certify that, to the best of our knowledge and belief, the Supplier has satisfactorily supplied the goods and/or services described in the table above in accordance with the Contract. 
OR 
OPTION B: 
We are unable to certify that the Supplier has satisfactorily supplied the goods and/or services described in the table above in accordance with the Contract for the following reasons: 
…………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………… 
(please continue on a separate page where there is insufficient space)

Guidance for Customers 
If you are unable to certify that the Supplier has satisfactorily supplied the goods and/or services in accordance with the Contract, please provide the reason or reasons why performance was not in accordance with the Contract. These may include: 
1. delays in supplying the goods and/or services; 
2. failures to supply all the goods and/or services in accordance with the scope set out in the Contract; 
3. failures to meet any service levels and/or supply the goods and/or services in accordance with quality standards; 
4. any other failure by the Supplier to comply with its obligations under the Contract. 

You may wish to take legal advice in relation to completing this certificate. 

Liability of any customer certifying 

Whilst the Customer believes the information in this certificate to be truthful and accurate, the Customer does not assume any responsibility and does not assume any liability and so cannot give any guarantee or make any representation or warranty as to the contents of this certificate. The Customer shall therefore not be liable for and hereby excludes liability for any loss, damage (including any special, exemplary, indirect, incidental, consequential damages, costs or associated legal fees) that may be suffered as a result of use of the certificate and its content, to the fullest extent permitted by law. 
Nothing in this certificate shall affect, or constitute a waiver of, the Customer's rights or remedies in relation to the Contract. 

Signed …………………………………………. 
[To be signed by the person with sufficient knowledge of and responsibility for the contract in question] for and on behalf of [insert customer] 

[In the event of self-certification this certificate of performance should be signed by the Bidder] 
Name ………………………………………….. 
Date………………………………………………
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