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PART A GENERAL
1. Introduction and Background

1.1 
Definitions and abbreviations

The following is a list of the key definitions and abbreviations used throughout this document.

	Term
	Definition

	Authority
	This refers to the contracting body, the Department for International Development 

	EU Restricted Procedure
	A two-stage process allowing a short-list of interested parties to be established during a pre-qualification stage, prior to the issue of ITT documents.


1.2 
Purpose of this document

The purpose of this document is for DFID to seek Responses from Respondents wishing to be selected to tender for the Contract.

It is envisaged that between 5 and 8 successful Respondents will be invited to participate further in the procurement process and will be invited to tender for provision of the Services. The Contract duration will be 3 years with extension options up to a maximum of 2 further years (with review periods).

This is a competitive procurement conducted in accordance with the Restricted Procedure, under the UK Public Contracts Regulations 2006.

1.3 
Background Information

Department for International Development Structure

The UK government believes it is in all our interests to help poor people build a better life for themselves. So in 1997 it created a separate government department - the Department for International Development (DFID) - to meet the many challenges of tackling world poverty. It is DFID’s job to make sure every pound of British aid works its hardest to help the world’s poor.

Our structure and staff

DFID is the part of the UK government that manages Britain's aid to poor countries and works to get rid of extreme poverty. We are led by a cabinet minister, one of the senior ministers in the government. This in itself is a sign of how determined is the UK government to tackle poverty around the world.

We work in 150 countries and have 2,600 staff, half of whom work abroad. We have headquarters in London and East Kilbride, near Glasgow, and 64 offices overseas.

Our work is guided by two sets of targets. First, we are working to reach the Millennium Development Goals (MDGs), international targets agreed by the United Nations (UN) to halve world poverty by 2015. Second, the government’s Public Service Agreement (PSA) sets objectives and targets by which we measure our progress towards this aim.

We work with governments of developing countries, charities, businesses and international bodies, including the World Bank, UN agencies and the European Commission. All our partners share our ambition to achieve the Millennium Development Goals.

In 2008/09 we spent £5.5 billion on aid to poorer countries and our budget will increase to £7.8 billion by 2010/11. By 2013, the equivalent of 0.7% of the UK’s gross national income will be dedicated to development assistance, from 0.36% in 2007/08.

What is the legal basis for our work?

The legal basis for our work is the International Development Act 2002. The act allows the secretary of state for international development (the cabinet minister who heads this department) to provide aid for sustainable development and welfare. But the secretary of state must make sure that the aid is likely to contribute to reducing poverty. Under the act, British aid cannot be tied to British goods and services. (Since 1997, governments receiving UK aid have been free to use suppliers who compete on price, quality and service alone.)

We also work within the International Development Act (Reporting and Transparency) 2006. This act requires the secretary of state to report every year on how much we spent on aid, how effective it was in reducing poverty and how much we gave to poor countries.

The National Audit Office (NAO) keeps a watch on public spending for parliament. It audits the accounts of all government departments and agencies, including DFID.

The NAO reports to the Parliament and the Public Accounts Committee, which analyses the value for money of DFID’s work. In parliament the International Development Committee (IDC) scrutinises our annual report and also holds inquiries into particular areas of our work. 

Our values

Our values set out how we mean to live up to our strategic aim of halving world poverty by 2015. Over the next three years, we expect to have a more flexible and influential workforce in a more challenging yet supportive sphere of work. 

Our values include:

· ambition and determination to eliminate poverty 

· diversity and the need to balance work and private life 

· ability to work effectively with others 

· desire to listen, learn and be creative 

· professionalism and knowledge.

2.1
Overview of Requirement
The Fund Manager will be responsible for the technical appraisal, performance assessment and all day to day administration of the Innovation and Impact windows of the Poverty Impact Fund (PIF).

1. Background to the Assignment

The PIF will be a demand-led fund supporting projects focused on poverty reduction, service delivery and the most off-track MDGs in poor countries. Projects will be selected on the basis of demonstrable impact on poverty, clarity of outcomes, effectiveness and value for money.  Initially, the PIF will comprise of two funding windows tailored to different types and sizes of organisation:

· Innovation Grants: for small UK-based CSOs (annual average turnover < £500,000), encouraging innovative approaches to poverty reduction.

· Impact Grants: for UK-based CSOs working on poverty reduction programmes at larger scale in one or more poor countries.  This window is also available to locally registered NGOs in countries where DFID has a country office. 

2.2
Interface with Stakeholders

Due to the number of interfaces required in the programme Service Provider will be expected to develop and maintain collaborative relationships with a wide number of stakeholders. These will include 

All successful applicants to the Poverty Impact Fund and the Fund Manager will also be expected to work closely with the Evaluation Manager at specified points during the Fund’s lifecycle. 
In order to improve the efficiency of the overall removals process, the Service Provider will be expected to participate in continuous improvement initiatives 

2.4
Security Requirements

Due to the nature of the information being communicated between DFID and the Service Provider, there will be a requirement for the safe and secure storage of DFID’s records, both in a permanent location and during their transit, in accordance with prevailing government guidelines.

2.5
Insurance Requirements
Respondents are advised that for this contract, there will be a minimum insurance requirement of:

1. Professional Indemnity Insurance £5m limit of indemnity

2. Employers Insurance £10m limit of indemnity

2.6
Prevention of Illegal Working

Respondents’ attention is drawn to the requirement to comply with the Law on Prevention of Illegal Migrant Working as set out in Section 15 – 25 of the Immigration and Nationality Act 2006 (which came into force on 29th February 2008 replacing the previous Section 8 of the Asylum & Immigration Act 1996).  

3.
Procurement Process

DFID is following the Restricted Procedure of the Public Contracts Regulations 2006. 
DFID reserves the right to reject any Respondent on the grounds of the ineligibility conditions provided by Regulation 23 of the Public Contracts Regulations 2006.

DFID reserves the right to terminate the procurement process at any time and does not undertake to award a Contract for the Services to any Respondent.  In no circumstances shall DFID be liable for any costs incurred by a Respondent in relation to the procurement process.

It is the intention that the procurement will take place in accordance with the methodology outlined in the introduction to this PQQ.  However, DFID reserves the right to change by notice the basis of the procurement.  It also reserves the right not to proceed with the proposed procurement at all.  Under no circumstances shall DFID or its staff, agents or advisors incur any liability in respect of such matters.

4.
Conflicts of Interest

Respondents are responsible for ensuring that no conflicts of interest exist between Parties. In particular this should include any conflict of interest between:

· advisors appointed by the Respondent and those appointed by DFID 

· the Respondent and DFID or any Advisor to DFID 

Any Respondent who fails to comply with this obligation could be disqualified from the procurement process.

5. 
Timetable
Responses to this Pre-Qualification Questionnaire must be received by e-mail at the address set out in the OJEU Notice. 
10th September (23.59)
Responses received after this date and time may be disregarded.

The outline timetable for the remainder of the procurement is as follows:

· OJEU Notice and PQQs issued

-    24th August
· PQQ final response time and date
-    10th September, (23.59)
· ITT Issued



-    24th September


· Submission of Bid


-    4th  October
· Bid Evaluations and internal Assurance
-    18th October 

· Contract Award 



-    29th November
DFID intends to let a contract(s) for a period of 3 years with extension options up to a maximum of 2 years (with review periods).
6. 
Instructions for Completion

Prospective Respondents should fully complete the PQQ below and return this document in its entirety with all questions answered accurately and concisely. Where a question is not relevant to your organisation, this should be marked N/A and an explanation given.  

The format must not be altered and any supporting documents and information required by DFID as part of the PQQ, e.g. copies of audited accounts, must be submitted as a separate attachment and be clearly referenced commencing with the question number it relates to followed by a short and clear description of the file content (e.g. Q1.12 Pen Portrait). All attachments must be provided in formats compatible with the Microsoft Windows XP® operating system (*.doc,*.xls, *ppt, *.pdf etc.).  No single file should be more than 5MB in size. 

All signatures should be submitted to DFID as a scanned copy of a version with an original ink signature.  An electronic/pre-scanned signature inserted into an electronic document will not be accepted by DFID as a part of a compliant PQQ response.

Questions must be answered in English.

Responses will be evaluated in accordance with the procedures set out in Section 10. In the event that none of the Responses are considered satisfactory, DFID reserves the right to consider alternative procurement options or not to award a Contract.  For the avoidance of doubt, DFID will not bear any costs in respect of any abortive effort should no Contract be awarded. 

Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that Respondents will not be invited to participate further.

7. 
Consortium and sub-contracting

Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader.  Relevant information should also be provided in respect of consortium members or sub-contractors who will play a significant role in the delivery of services or products under any ensuing contract. Responses must enable DFID to assess the suitability of the Respondent as a whole.

Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.

DFID recognises that arrangements in relation to consortia and sub-contracting may be subject to future change. Respondents should therefore respond in the light of such arrangements as are currently envisaged.

DFID intends seeking independent financial, legal, market and internal advice and references to validate information declared or to assist in the evaluation.  References, site visits or demonstrations and/or presentations may be requested at this stage.

8. 
Queries about the procurement

DFID will not enter into detailed discussion of the Service requirements at this stage.  Any questions about the procurement should be submitted to Lynsey Miller, Procurement Specialist at lynsey-miller@dfid.gov.uk. If DFID considers any question or request for clarification to be of material significance, both the query and the response will be communicated, in a suitably anonymous form, to all Respondents who have expressed an interest.

9. 
Supplier contact point

Respondents have been asked to include a single point of contact in their organisation for their Response to the pre-qualification questionnaire. DFID shall not be responsible for contacting the Respondent through any route other than the nominated contact. The Respondent must therefore undertake to notify any changes relating to the contact promptly.

10.
Evaluation Approach
The objective of the selection process is to assess the Responses to the Pre-Qualification Questionnaire and select potential Respondents to proceed to the next stage of the procurement. 

Selection criteria will be a combination of both financial and non-financial factors and will be carried out in two stages:

Stage 1 Evaluation will be applied in respect of the following questions, all of which are subject to a pass/ fail test:

	Question reference


	Question

	2.10
	Acceptance that any anti-competitive behaviour, canvassing, collusion, or any attempt to distort the market in any way, could preclude your organisation from being a Supplier / Prime Contractor.



	3.1
	None of the grounds set out in The Public Contracts Regulations 2006 Regulation 23 apply 



	7.1
	Negative answer to the questions: have any contracts been terminated for poor performance or has a court awarded any damages against the Respondent in the last five years? 



	9.2
	Ability to supply the details to DFID to enable security clearance of staff



	13.5
	Negative response to the question: in the last three years, has any finding of unlawful racial discrimination in the employment field been made against the Respondent by any court or tribunal or in comparable proceedings in any other jurisdiction?



	13.6
	Negative response to the question: in the past three years, has the Respondent been or is in the process of being, the subject of formal investigations by the Commission for Racial Equality (CRE) or a comparable body, on the grounds of alleged unlawful discrimination in the employment field.




If a Respondent fails one of the categories noted above, the Response will be eliminated unless the relevance and proportionality of the reason for failure is deemed by the Evaluation Panel to be insignificant.

Stage 2 Evaluation 

This will be qualitative for the technical sections and both quantitative and qualitative for the financial section. Weightings will be applied to each section as summarised in the table below, with 1 being the least and 6 being the highest importance with a scoring mechanism of 0-6 being applied to each response to the question, with 0 being the lowest and 6 being the maximum score per question. A maximum weighted score of 228 is therefore possible to be achieved and only Respondents who achieve a pass score of 165 will be invited to tender.

	Section
	Weighting



	1. Organisation Identity
	1



	2. Organisation Information
	2



	3. Compliance with EU Legislation
	2



	4. Financial
	Pass/Fail



	5. Insurance
	3



	6. Relevant experience and references
	5



	7. Disputes
	2



	8. Areas of Business
	2



	9. Business Capability
	4



	10. Professional Organisations
	1



	11. Quality Assurance/ Health & Safety
	2



	12. Information Security
	3



	13. Equal Opportunities
	3



	14. Environmental Management
	2



	15. Programme Specific Questions 


	6


11
Confidentiality and Publication of Information

Any information provided by DFID within this PQQ document set, or in subsequent answers to clarification questions from Respondents, is made available on condition that it is treated as confidential (except where it is already in the public domain).  Respondents must not disclose any information supplied as part of this procurement process to any third party, member of staff or advisor, unless such person needs to receive the relevant information for the purposes of enabling a response to any procurement document.

Respondents who are selected to tender will be asked to sign and return the form of Confidentiality Agreement and DFID terms and Conditions of Service which are attached at Section 15 and 16 respectively, before they receive the ITT.

12
Freedom of Information and Environmental Information Regulations

The Freedom of Information Act 2000 (FOIA) and the Environmental Information Regulations 2004 (EIRs) provide statutory rights of access to information held by or on behalf of public authorities under certain circumstances.  DFID is obliged to meet its responsibilities under FOIA and under the EIRs.  As a consequence, any reports that DFID generates during the procurement process may be disclosed in response to requests made under FOIA or under the EIRs.

If a Respondent considers that any of the information included in its Response to the PQQ is commercially sensitive, the Respondent should identify it and detail: (i) (in broad terms) what harm may result from disclosure if a request is received; and (ii) the time period applicable to that commercial sensitivity.  However, it should be noted that even where a Respondent has indicated that information is commercially sensitive, DFID may still be required to disclose it under FOIA.  Also, DFID shall not be deemed to have accepted any duty of confidence by virtue of receipt of any material marked 'confidential' or equivalent.
By submitting a PQQ for your organisation you agree to this information being securely held by DFID in an electronic format and to DFIDs obligations under the above regulations.
13
Publicity

Respondents should not disclose or make available to the press, or in any other way make public, any information in respect of this PQQ without the express written permission of DFID.

14
Reliance on Information

The information in this document and any other information provided by DFID is provided in good faith.  However, DFID (including its directors, officers, employees, agents or advisers) does not give any warranty as to the accuracy or completeness of any information supplied.

15
Costs of the Procurement

Respondents will remain responsible for all costs and expenses incurred by them, their staff, and their advisors or by any third party acting under their instructions in connection with this PQQ.  This will be regardless of whether such costs arise as a result of any direct or indirect amendments made to this PQQ by DFID at any time.  For the avoidance of doubt, DFID shall have no liability whatsoever to Respondents for the costs of any amendments, changes, discussions or communications.

16
Collusion and Canvassing

Any attempt by an organisation, its staff, advisors or agents to influence the pre- qualification process will result in its response being disqualified.

Direct or indirect canvassing by the organisation, its staff, advisors or agents in relation to this PQQ, or any attempt to obtain information, on another Respondent or another PQQ submission, from DFID, its officers, employees or their appointed advisors will result in disqualification.

17
Change of Control or Information Provided in the PQQ

Where a change in the structure, control, composition or membership of an organisation takes place at any time prior to execution of the Contract, DFID must be informed of the change in writing and DFID reserves the right to re-evaluate the relevant Respondent’s PQQ submission.

18.
Pre-Qualification Questionnaire
	Application Questionnaire


The questionnaire is designed to enable DFID to verify the suitability of the Respondent to carry out the Fund Management of the Poverty Impact Fund Programme.  Part A requires the Respondent to complete a series of questions concerning its organisation and Part B lists the documentation which Respondents are required to submit together with the completed questionnaire. 

This questionnaire will form the basis of a decision as to which suppliers to short-list to invite for tender for the Contract. However, DFID reserves the right to request further information and/or to visit the Respondent’s premises.

Respondents MUST provide ALL of the information requested below by the above date. Failure to address any area may result in exclusion from the tender list.

	PART A - GENERAL INFORMATION




1. ORGANISATION IDENTITY

	1.1  Name of the organisation (Prime or Single Contractor) in whose name the tender would be submitted:
	

	1.2  Lead contact name and job title:
	

	1.3  Address:

       Post Code :
	

	1.4  Telephone number:
	

	1.5  E-mail address:
	

	1.6  Company Registration number:
	

	1.7  Date of Registration:
	

	1.8
Registered address if different from the above:

Post Code :
	

	1.9 VAT Registration number:
	

	1.10 Website address (if any):
	

	1.11 Please advise the details of the Executive Directors/ Partners of your organisation:

	Name
	

	
	

	
	

	
	

	
	

	1.12 Please provide a pen portrait with details and experience of the senior management personnel who will be responsible for implementation and management of any awarded contract. Please limit your response to no more that 1 x A4 page using a minimum of arial size 10 point font.



2. ORGANISATION INFORMATION
	2.1  Is your organisation:
	i) a public limited company?
	
	iii) a sole trader?
	

	
	ii) a limited company?
	
	iv) a partnership?
	

	
	v) a statutory corporation
	
	vi) a consortium
	

	2.2  Where applicable, please provided a copy of your organisation’s Certificate of Incorporation or similar.



	2.3  Is your company a subsidiary of another company?
	

	If yes, please advise the name and address of the holding or parent company:



	And the ultimate parent company (if applicable) including details of the Parent Company’s percentage holding.



	2.4 Please provide a one-page chart illustrating the ownership structure of the Respondent including relations to any parent or other group or holding companies.etc and include as an attachment.


	2.5 Please provide details of any significant corporate changes (e.g. changes in ownership, etc) or impending/future changes since the last financial year end.



	2.6  Is your organisation:

	a)  Bidding to provide the services required entirely on its own?
	YES/NO

	b)  Bidding in the role of Prime Contractor and intends to use third parties to provide some services?
	YES/NO

	c) Bidding in the role of a consortium?
	YES/NO

	2.7  If your answer to 2.6 is (b) please identify intended subcontractors / partners for the bid below:

	Organisation name
	Organisation address and contact details
	Service provision responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2.8 a) Have any of the Respondent’s directors, partners, etc been disqualified from acting as directors of any company, under the provisions of the Company Directors Disqualification Act, 1986, or equivalent host country legislation, in the last five years?


	YES/NO

	2.8 b) If the answer to question 2.8 a) above is yes, please provide below a brief explanation of the details of the relevant disqualifications.



	2.9 Please give a brief outline on your policy regarding the use of sub-contractors and, if applicable, the extent to which you might envisage using them for this requirement. In particular, please indicate the nature of the relationship which you intend to create with the those third parties (including details of any previous collaboration with each) and the extent to which the relationships would be defined and governed in contracts or other forms of documentation e.g. collateral warranties.



	2.10 Do you acknowledge that any anticompetitive behaviour, collusion, or any attempt to distort the market in any way, could preclude your organisation from being a Supplier / Prime Contractor?

	YES/NO

	If NO, please give details and outcome (continue on a separate sheet if necessary)


	

	2.11 Is your organisation an existing supplier to DFID? 

If YES, please provide your Supplier ID number below:


	YES/NO

	2.12 Are there any conflicts of interest between 

· the Respondent and DFID or any Advisor to DFID?

· any advisors appointed by the Respondent and those appointed by DFID

	YES/NO 
YES/NO

	If the answer to 2.12 is YES, please provide details.




3. COMPLIANCE WITH EU LEGISLATION/UK PROCUREMENT LEGISLATION

	3.1 Do any of the circumstances as set out in Regulation 23 Public Contracts Regulations 2006 (from the EU) apply to your company?

       If YES, please supply details:


	YES/NO

	DFID may seek evidence at a later date, in confirmation of your answer.

(A summary of the circumstances of Regulation 23 is provided at the end of this questionnaire, Please see Appendix 1)


4. FINANCIAL (APPLICANT) and (Parent Company if applicable)

	4.1 The following financial information is required to be provided.



	(a)  A copy of the most recent audited accounts for your organisation that cover the last two years of trading or for the period that is available if trading for less than three years. As required by the Companies act, the latest of these accounts should be those that were filed a maximum of 10 months ago. This should include a statement of the organisation’s turnover, profit & 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. 


	(b)  A statement of the organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position. 


	(c)  If the organisation is a subsidiary of a group, (a) and (b) are required for both the subsidiary and the ultimate parent. 



	(d)  A Parent company and/or a Performance Bond may be required if considered appropriate. Is your organisation willing to arrange for a suitable guarantee and/or a performance bond if appropriate? 
	YES/NO

	
	

	(e)  Please provide the name and address of your banker for the purposes of DFID obtaining a bank reference.  (NB. DFID reserves the right to contact your bank for a reference.  Your permission to do so will be assumed unless you explicitly state any objections).

	

	4.2 Please give details of any event between the date on which the latest set of accounts was authorised for issue and the date of the submission of this PQQ that, had the accounts not been authorised for issue until the submission date, would have required an adjustment or disclosure in accordance with the provisions of International Accounting Standard 10.



	4.3 Please give details of any significant pending developments, changes in financial structure or ownership, prospective take-overs bids or buy outs which are currently in the public domain; copies of any company announcements made to the authorities of the stock exchange, market or bourse on which the stocks or shares of the company are publicly traded, since the date of publication of the latest set of accounts.




	5. INSURANCE


	5.1 Please provide details of your organisation’s insurance protection.

	Type 
	Insurer
	Policy Number
	Indemnity Value (£)

	Employers Liability
	
	
	

	Public Liability
	
	
	

	Professional Indemnity
	
	
	

	Other (please specify)
	
	
	

	5. 2 Please provide details of any proposed subcontractor’s insurance protection.  

	Subcontractor

	Type 
	Insurer
	Policy Number
	Indemnity Value (£)

	Employers Liability
	
	
	

	Public Liability
	
	
	

	Professional Indemnity
	
	
	

	Other (please specify)
	
	
	

	


6. RELEVANT EXPERIENCE AND REFERENCES
	6.1 Please provide details of three major contracts you have been awarded for the provision of services similar to those required by DFID during the last 3 years. In particular those awarded by central government departments, agencies, local authorities, health authorities NHS trusts or Global Aid Agencies. A4 continuation sheets may be appended where required.



	Customer name, address and e-mail
	Contact name and Telephone number
	Date contract awarded, contract period and value of contract
	Service description and size of organisation
	Names of subcontractors and/ or consortium members and their role

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NB. DFID may elect to contact any of the given companies for a reference.  Your permission to do so will be assumed unless you explicitly state any objections.
DFID reserves the right to take into account its own experience of any Respondent.  



	6.2 
Please provide details of your organisation’s performance with existing and recent clients, in similar service provision environments, as follows:

          a) Client testimonials that we may substantiate.
b) Details of recent performance scores in accordance with your existing contractual performance mechanisms.
c) Details of any performance issues and how these were addressed satisfactorily by your organisation and the client’s organisation. 

d) Details of any outstanding performance issues.


	6.3
By reference to one or more specific project(s), on no more than one side of A4 paper using a minimum of arial size 10 point font, describe the methods you have employed to improve or to facilitate the improvement of service performance including how you have involved the client and stakeholders.



	


7. DISPUTES
	7.1 Have you had any contracts which have been terminated for poor performance or has a court has awarded any damages against the Respondent within the last 5 years?
	Yes/No

	If Yes, please provide details below:
	

	Customer name and address
	Contract reference and brief description of services provided
	Date of claim/ contract termination
	Reason for claim/ contract termination

	
	
	
	

	
	
	
	

	
	
	
	

	7.2  Has your organisation been involved in any court action and/ or significant disputes (including employment tribunals) over the last 3 years?


	If yes, please supply details:
	

	7.3 Are there any court actions and / or significant disputes (including employment tribunals) pending against your organisation?



	If yes, please supply details:
	


8. AREAS OF BUSINESS

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



9. BUSINESS CAPABILITY 

	9.1  Please advise the number of staff currently involved in the provision of services similar to those required by DFID:


	Year
	The average numbers of staff who undertake similar work
	The number of managerial staff in post
	Turnover (%)



	  2007:
	Permanent staff numbers: 

Third party staff numbers
	
	

	2008:
	Permanent staff numbers: 

Third party staff numbers
	
	

	2009:
	Permanent staff numbers: 

Third party staff numbers
	
	

	9.2 All staff must be security cleared by DFID. Are you willing to supply details to DFID to enable certification to take place?    
       
	

	9.3  Is there a code of discipline and behaviour for employees?
If Yes please supply a copy.

	


10. PROFESSIONAL ORGANISATIONS

	10.1  Please indicate which professional or trade bodies your organisation belongs to.



	10.2. Is your organisation notified under the Data Protection Act 1998 (or equivalent national legislation)? If so, what is your DPA notification number:




11.
  QUALITY ASSURANCE/ HEALTH & SAFETY
	11.1 Does your organisation hold any quality assurance accreditations such as BS EN ISO9001 or equivalent standard? 

If YES, please  enclose a copy of the relevant accreditation certificate 


	YES/NO

	11.2 Please provide details of any quality assurance certification for which you have applied.



	11.3 If your organisation does not hold a recognised quality assurance certification, does your organisation have a quality management system in place?
If YES, please provide details


	YES/NO

	11.4 Does your organisation have a written health and safety at work policy? 

If YES, please provide a copy

	YES/NO

	11.5 Does your organisation have a health and safety at work system* ?

	YES/NO

	11.6 If ‘YES’ please provide details and if ‘NO’ to either 11.4 or 11.5 please explain why :


	11.7 Has your organisation been issued with any enforcement or prohibition notices by H&S Exec in the last 3 years?

If answered ‘YES’, please provide details   


	YES/NO


Notes:
· “System” means processes and procedures to ensure that the subject is properly managed.  This includes making sure that legal requirements are met.
12.
INFORMATION SECURITY 

	12.1
Please provide details of security measures to ensure the safe keeping of any paper or computerised information provided by DFID, both in storage and in transit, in accordance with current government guidelines



	12.2   Please submit a statement of security principles and procedures for your staff.




13. EQUAL OPPORTUNITIES/EQUALITY AND DIVERSITY 
	13.1    Is it your policy as an employer to comply with the Race Relations Act 1976 as amended by Race Relations (Amendment) Act 2000 or equivalent national legislation and is it your practice not to treat one group of people less favourably than others because of their colour, race, nationality or ethnic origin in relation to decisions to recruit, train or promote employees?


	YES/NO

	13.2    Is it your policy to comply with The Employment Equality (Religion or Belief) Regulations 2003 and The Employment Equality (Sexual Orientation) Regulations 2003 (or equivalent national legislation)?

	YES/NO

	13.3    Does your organisation have equality and diversity policy? 


If yes, please provide your policy document 

	YES/NO

	13.4 Please provide details of your company’s policies for:
· Race Relations Act 1976 as amended by Race Relations (Amendment) Act 2000

· Disability Discrimination Act 1995

· The Employment Equality (Religion or Belief) Regulations 2003 and 

· The Employment Equality (Sexual Orientation) Regulations 2003 or equivalent national legislation


	13.5 In the last 3 years, has any finding of unlawful discrimination in the employment field been made against your organisation by any court or tribunal or in comparable proceedings in any other jurisdiction?


	YES/NO

	13.6 In the last 3 years, has your organisation been or is in the process of being, the subject of formal investigation by the Commission for Racial Equality (CRE), or a comparable body, on the grounds of alleged unlawful discrimination in the employment field?

	YES/NO

	13.7 If the answer to question 13.5 is YES or, in relation to question 13.6, the CRE or comparable body made a finding adverse to your organisation, what steps have you taken as a result of that finding or investigation?



14. ENVIRONMENTAL MANAGEMENT

	14.1 Does your organisation hold any Environmental Management accreditations such as BS EN ISO14001? 
If YES, please provide copy certificates.        


	YES/NO

	14.2 Please provide details of any environmental management certification for which you have applied? 



	14.3 Does your organisation have an Environmental Management System?*
             If YES, Please supply details

	YES/NO

	14.4
Please provide a copy of your companies Environmental policy



*System means processes and procedures to ensure that the subject is properly managed. This includes making sure that legal requirements are met.
15 PROGRAMME SPECIFIC QUESTIONS
NB - Please attach answers to these questions as a separate attachment

	15.1 To what extent have you worked with, or do you have knowledge of, civil society organisations? Please explain what types of organisation these are and the diversity of organisations you have knowledge of.

	15.2. What is your level of understanding of international development and aid effectiveness? Please provide examples of your organisations expertise in this.   


	15.3. Why is your organisation well suited to manage a large-scale grant-funding scheme such as this?



	PART B-ENCLOSURES



	
	Please check that you have enclosed the following supporting documents with your completed questionnaire: 

SECTION

QUESTION

DOCUMENT

ENCLOSED

1
1.12
Pen Portraits of senior management personnel
YES / NO

2
2.2
Certificate of Incorporation
YES / NO
2
2.4
Ownership Structure chart
YES / NO
4
4.1(a)
Copy of most recent audited accounts to cover last two years of trading
YES / NO
4
4.1(b)
Statement of the organisation’s cash flow forecast for the current year and a bank letter outlining the current cash and credit facility position
YES / NO
4
4.3
Copies of any companies announcements
YES / NO
6
6.1
Continuation of description of three major contracts
YES / NO
6
6.2
Performance details
YES / NO
6
6.3
Service Improvement details
YES / NO
11
11.1
Quality Assurance certification
YES / NO
11
11.3
Details of Health and Safety at work systems
YES / NO
11
11.4
Health and Safety at work policy
YES / NO
12
12.1 & 12.2

Details of security measures, principles and procedures
YES / NO
13
13.3
Equality and Diversity Policy
YES / NO
13
13.4
Company policies for Race Relations Act 1976, Employment Equality (Religion or Belief) Regulations 2003 and Employment Equality (Sexual Orientation) Regulations 2003
YES / NO
14
14.1
Environmental Management Accreditations
YES / NO
14

14.3

Details of Environmental Management System

YES / NO

14

14.4

Environmental Policy

YES / NO

15

All

Programme Specific Questions

YES / NO




Form completed by:

Name: …… …………………
Tel No: ………………………………

Signature: …………………..………………………
Date: …………………………………

Position: …… ……………….……  E-mail: ………………………………

Thank you for completing this questionnaire. The information it contains will be held in confidence by DFID and used for the purpose of determining your suitability for meeting our general requirements for the provision of the Services. Further assessment may be required before any indication can be given on the success of your tender.

COMMENTS

APPENDIX 1

DISCLAIMER

SUMMARY OF INELIGIBILITY CONDITIONS PROVIDED BY REGULATION 23 OF THE PUBLIC CONTRACTS REGULATIONS 2006

Regulation 23 sets out the grounds on which a service provider may be deemed ineligible to tender for, or be awarded a public contract. A summary is provided below. However, Respondents should obtain their own legal advice on this area. The Regulations are available at http://www.opsi.gov.uk/si/si2006/20060005.htm

Rejection is permissible when a service provider:

- guilty of conspiracy, corruption, bribery, fraud or money laundering. Rejection is also permissible where any of the directors or other significant decision makers are guilty of any of these offences;

- is in a state of bankruptcy, insolvency, compulsory winding up, administration, receivership, 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 required by DFID under the Regulations;

- is not in possession of a relevant license or is not a member of the appropriate organisation where the law of that State requires it) or is not registered on the relevant professional or trade register of the relevant State in which established.
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