
Tender Questionnaire

For

Horley Pavilion Café 
October 2018
Contents

1. Notes for bidders

2. Background 

3.
Declaration

Sections 1-3 
-
Company Information 

Section 4
-
Equalities and Diversity

Section 5
-
Financial Information

Section 6
-
Quality Assurance

Section 7
-
Staff

Section 8
-
References

Section 9
-
Insurance

Section 10
-
Health & Safety

Section 11
-
Environmental Performance

Section 12
-
Previous Experience

Section 13
-
Quality Assurance
Section 14
-
Training & Employment Initiatives

1. Notes for bidders 
The information provided by applicants in response to this Tender Questionnaire will be used by Copeland Yussuf LLP LLP on behalf of Horley Town Council to select those organisations that will be invited to tender for inclusion into the proposed Contract. 

Where the Tender Questionnaire refers to UK Legislation, codes of practice or standards etc., applicants based outside the UK should attempt to answer each question substituting where relevant the appropriate legislation, code of practice, standard, trade body or association etc which are applicable within their domestic jurisdiction. 

This is a part e-Tender process and applicants are requested to complete the Tender Questionnaire providing all relevant supporting information. Once completed the questionnaire and supporting documents should be returned to David Copeland, Copeland Yussuf LLP, 3 Borthwick Street, Deptford, London SE8 3GH in 1No. hard copy and 1No. CD ROM by 10am on 30 November 2018. 
2.
Background

Horley Town Council requires the full design and construction of a single storey Café/Pavilion plus various associated external works located at Horley Recreation Park, Brighton Road, Horley, Surrey.  The project will be tendered on a ‘Design and Build’ basis with use of a JCT Design and Build Contract (DB), 2016 Edition with a completion date of June/July 2018. The anticipated build cost is in the region of £500,000 (five hundred thousand pounds).

Those wishing to apply must provide a fixed price in full compliance with the Employer’s Requirements documentation and all information described within and shall return 1No completed and signed copy of 

WHEN YOU HAVE COMPLETED THIS QUESTIONNAIRE, PLEASE READ AND MAKE THE NECESSARY DECLARATION DETAILED IN THE SECTION BELOW

DECLARATION

I/We confirm and submit that the information supplied is accurate to the best of my/our knowledge.  I/We understand that false information could result in my/our exclusion from the List of Selected Tenderers.

Submitted by:
      

For and on behalf of:
      

Date:
      

Designation:
     
Please note, the term “company” refers to: sole proprietor, partnership, incorporated company, as appropriate.  The undertaking should be signed by an applicant, a partner or authorised representative in his/her own name and on behalf of the company.

BEFORE RETURNING THIS APPLICATION FORM, PLEASE ENSURE THAT YOU HAVE:

· Answered all questions appropriate to your application

· Provided relevant supporting documents

· Completed the above undertaking

HORLEY TOWN COUNCIL
TENDER QUESTIONNAIRE

Horley Recreation Ground Café 
Instructions: 
Please complete all parts of this questionnaire fully using ONLY English language. Supplementary information requested must be returned with this Tender Questionnaire and not sent as a separate email. 

NB: All questions must be answered. If not applicable, enter N/A.


GENERAL INFORMATION

1.
ORGANISATION IDENTITY

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

	     


	Contact
	     

	Address
	     

	
	     

	
	     

	Telephone No
	     
	Fax No
	     

	Email
	     

	Registration No
	     
	Date of Registration
	     


1.2
Registered Address if different from above:

	     

	     


2.
ORGANISATION INFORMATION
2.1
Is your organisation:
Tick


i)
a public limited company
 FORMCHECKBOX 


ii)
a limited company
 FORMCHECKBOX 





iii)
a sole trader
 FORMCHECKBOX 


iv)
a partnership
 FORMCHECKBOX 

2.2
Date of organisation’s formation (please provide brief history on a separate sheet if necessary):

	     


2.3
Date of incorporation in U.K. if different from 2.2:

	     


2.4
VAT registration Number:

	     


2.5
Is your organisation registered under the Data Protection Act?  If so, what is your DPA registration number?

	     


2.6
Please attach details of your organisation structure, e.g. organisation chart.
Attached  FORMCHECKBOX 

2.7
Is your organisation registered with Construction Line?  If so what is your registration No:

	     

 FORMTEXT 
     


2.8
Please indicate below the principal areas of business activity of your company:

	     

	     


2.9 
Please give the number and locations of the premises from which your organisation provides services similar to those required by Horley Town Council  (please continue on separate sheet if necessary).

	No of Offices
	     

	Address
	     

	
	     

	
	     

	Address
	     

	
	     

	
	     

	Which location(s) would source and service this contract?  

	     



Note: Horley Town Council  reserves the right to visit any location during the tender without prior notice

2.10
Is your company a subsidiary (as understood by the Inland Revenue) of another company?  If so, please provide the name and registered office address of the holding or parent company and the ultimate parent (if applicable):
	     


2.11
Is your company affiliated or associated with any other company, which would be capable of tendering for this Works Contract?  If so, please provide the name and registered office address:

	     

	     


2.12
Please give the names and responsibilities of the Executive Directors/Partners of your organisation and those persons who will be responsible for carrying out the contract requirements.

	Name
	
	Responsibility
	
	Qualifications
	

	     
	
	     
	
	
	

	     
	
	     
	
	
	

	     
	
	     
	
	
	

	     
	
	     
	
	
	

	     
	
	     
	
	
	


2.12
Are there any court actions and/or employment tribunal hearings outstanding against your organisation?


If so, please give details.

	     

	     

	     

	     


2.13
Has your organisation been involved in any court action and/or employment tribunals over the last 3 years?  If so, please give details:

	     

	     

	     

	     


2.14
In respect of any Contracts providing services similar to those to be provided for Horley Town Council .


(a)
Has your company ever had a contract terminated or your employment determined under the terms of the contract?

	     



(b)
Has your company had a contract ended by mutual agreement following disputes or complaints?

	     



(c)
Has your company ever failed to have a contract renewed due to poor performance?

	     




If yes, please state reasons and circumstances:

	     

	     



(d)
Has your company suffered a deduction for damages or compensation in respect of a contract within the last 3 years?  If yes, please supply details:

	     



(e)
Has your company been involved in any arbitration process or court action in respect of a contract within the last 3 years?  If yes, please supply details:

	     



(e)
Has your company, or a parent company, ever been involved in restrictive practices under the Terms of the Restrictive Trade Practices Act 1976/Competition Act 1998?  If yes, please supply details:

	     


3.
COMPLIANCE WITH EC LEGISLATION/UK PROCUREMENT LEGISLATION
3.1
Do any of the circumstances set out below apply to your company? 

SUMMARY OF INELIGIBILITY CONDITIONS PROVIDED BY REGULATION 14 OF THE PUBLIC SERVICES CONTRACTS REGULATIONS 1993 (SI 1993 No 3228)

Set out below, are the grounds on which a services provider may be deemed ineligible to tender for, or be awarded a public contract.  Rejection is permissible when a services provider:

-
is in a state of bankruptcy, insolvency, compulsory winding up, administration, receivership, and composition with creditors or any analogous state, or subject to relevant proceedings;

-
has been convicted of a criminal offence related to business or professional conduct;

-
has committed an act of grave misconduct in the course of business;

-
has not fulfilled obligations relating to payment of social security contributions;

-
has not fulfilled obligations relating to payment of taxes;

-
is guilty of serious misrepresentation in supplying information;

-
is not in possession of a licence or not a member of the appropriate organisation where the law of that State requires it;

             YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

             Note: Horley Town Council  may seek evidence at a later date, in confirmation of your answer.

4.
EQUALITIES & DIVERSITY
(1)
Does your company comply with the Sex Discrimination Act 1975 and 1986 and the Equal Pay Act 1975?

	     

	     


 (2)
Does your company comply with the Equality Act?

	     

	     


(3)
In the last 2 years, has any finding of unlawful racial discrimination been made against your organisation by any court or tribunal?

	     

	     


(4)
In the last 2 years, has your organisation been the subject of formal investigation by the Commission for Racial Equality on grounds of alleged unlawful discrimination?

	     

	     



If the answer to question 4 is in the affirmative or, in relation to question 5, did the Commission made a finding adverse to your organisation?    YES  FORMCHECKBOX 
     NO   FORMCHECKBOX 

(6) Please attach details on your company’s Equalities & Diversity Policy.
Attached  FORMCHECKBOX 

(7) Do you monitor the ethnic mix of your company in relation to the areas of operation in which you work?      YES  FORMCHECKBOX 
      NO  FORMCHECKBOX 

5.
FINANCIAL
(1)
Please forward with this completed form:

(a)
Copies of the certified company accounts in statutory form, including audit reports, together with any necessary explanatory notes, for the last financial year and the two immediately preceding financial years.
Attached  FORMCHECKBOX 

(b)
If the last balance sheet is more than nine months out of date, forward a copy of:


-
Chairman’s half-yearly statement (if available)
 FORMCHECKBOX 


-
Letter signed by the Director responsible for financial matters, setting out any known significant changes in the current financial position from the last available balance sheet.   FORMCHECKBOX 


-
If the audit report for the last balance sheet has been abnormally delayed, state reason   FORMCHECKBOX 

(c)
If the firm is a wholly owned subsidiary of a group or parent company which would guarantee its contract performance, please forward the information referred to in paragraphs (a) and (b) above with respect to the group or parent company.


NOTE:
If the notes on the accounts do not state the basis of valuation of major assets and liabilities, including land holding and work in progress, it may be necessary to ask for further details. Companies, which are listed on the Stock Exchange, should have regard to the provisions of the listing agreement before replying to this question.  It may be that such companies may have to make a simultaneous announcement to the Stock Exchange of any information in reply.

(2)
Name and Address of Bankers:  

	     

	     

	      


 (NB. Horley Town Council  may elect to contact your bankers for a reference if deemed appropriate.  Your permission to do so will be assumed unless you state any objections).

(3)
(a)
What is your annual turnover 
£      

(b)
Estimated value of work similar to that to be provided to Horley Town Council , uncompleted but started at the date of your completion of this questionnaire:




£      

(c)
Estimated value of work similar to that to be provided to Horley Town Council , which has not yet been started, but which you are under a contractual obligation to carry out:




£      
(5)
Name of Director responsible for financial affairs: 

	     

	     

	     


(6)
What has been your firm’s annual turnover in the last five years?

	YEAR
	FROM
	TO
	AMOUNT £

	1
	     
	     
	     

	2
	     
	     
	     

	3
	     
	     
	     

	4
	     
	     
	     

	5
	     
	     
	     


6.
QUALITY ASSURANCE
6.1
Please enclose details of any quality assurance accreditation that your company holds, e.g. BS EN ISO9001 or equivalent standard.  If no accreditation held, please attach an outline of your quality assurance policy.   FORMCHECKBOX 

6.2
Please give details of any quality assurance accreditations for which you have applied. 

	     

	     

	     


6.3
Please give details/procedures of how your company deals with complaints (limit to max 500 words). 

	     

	     

	     


7.
STAFF
7.1
Number of staff employed.

	Permanent
	     
	Casual
	     


7.2
Of the above number of staff, which hold the following skills (by number):

	Management/Supervision
	     

	Clerical/Support
	     

	Operational
	     

	Sales/Marketing
	     


7.3
Please also state the percentage of staff currently involved directly in the provision of the kind of service to which this questionnaire relates:

	Permanent
	     
	Casual
	     


7.4
Will all employees involved on the HORLEY TOWN COUNCIL contract be covered by the Minimum Wage and Equality Pay Legislation?

YES  FORMCHECKBOX 
      NO  FORMCHECKBOX 

8.
REFERENCES
8.1
Please provide details of public sector (including housing association) contracts you have been awarded for the provision of services similar to those required by Horley Town Council :

	Name and Address of Organisation


	Contact Name/ Telephone No.
	Contract Reference
	Tender Price
	Value to Date
	Nature of Work
	Date/term of Contract

	1.      
	     
	     
	£     
	£     
	     
	     

	2.      
	     
	     
	£     
	£     
	     
	     

	3.      
	     
	     
	£     
	£     
	     
	     


(NB. Horley Town Council  may elect to contact any of the above companies for a reference.  Your permission to do so will be assumed unless you state any objections).

9.
INSURANCE

9.1
Please provide details of your organisation’s insurance protection in respect of Public Liability Insurance and Employer’s Liability Insurance.
	Policy
	
	Insurer
	
	Value (£)

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     

	     
	
	     
	
	     


10.
HEALTH & SAFETY
(1)
Name of partner, director or other person responsible for the implementation of the firm’s safety policy and their designation.

	     


(2)
State your company’s source of Health & Safety advice:

	     


(3)
What are the arrangements for making employees aware of their health and safety obligations both to their colleagues and to members of the public?

	     

	     


(4)
Please provide details of prosecutions or notices taken by or served on your firm by the Health & Safety Executive/Local Authorities.

	     

	     


11.
ENVIRONMENTAL PERFORMANCE
11.1
Please answer the following questions.  

(1)
Do you have a written environmental policy?
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

(2)
Do you check the environmental performance of your suppliers?
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

(3)
Have you been found guilty on any civil action against your 

organisation in respect of the environment in the last
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 


three years?

(4)
Has your organisation been convicted of breaching any
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 


environmental legislation in the last three years?

(5)
Is there any environment related criminal or civil action
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 


pending?


If “Yes” give details.

	     


12.
PREVIOUS EXPERIENCE
12.1
Please describe your previous experience of providing projects similar to those required by Horley Town Council 
	     



13.
QUALITY ASSURANCE 
13.1
Please give a brief outline on your policy to maintain quality of your work. (please limit your reply to max 500 words)

	     


14.
SUB-CONTRACTING & SUPPLY CHAIN
14.1
Please give a brief outline on your policy regarding the use of sub-contractors. (please limit your reply to max 500 words)

	     


14.2
Please list all the individual trades which you are able to resource yourself without recourse to sub-contractors.

	     

	     

	     

	     

	     

	     


15.
TRAINING & EMPLOYMENT INITIATIVES

15.1
Do you have experience of Local Labour initiatives?   
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

15.2
Do you have a company-training plan?   
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

15.3
Do you consider yourself as a socially responsible company?    
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

15.4
Do you have a Corporate Social Responsibility Strategy?     
YES  FORMCHECKBOX 
NO  FORMCHECKBOX 

1 No. hard copy and 1 No. CD to be submitted

oooOOOooo


