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GUIDANCE FOR Completion of PQQP

1. This pre-qualification questionnaire should be read in conjunction with the accompanying Memorandum of Information (MoI). All defined terms within this document are explained within the glossary of the MoI.

2. This document is one of six documents that together make up the complete Pre-Qualification Questionnaire Package (PQQP) to be submitted to Derry City Council. 

3. This document is arranged in 4 Parts (A, B, C & D) as described below and all information sought in all parts must be provided and all questions answered. The parts are:

	Part
	Content

	A
	General Information about the Subcontractor

	B
	Not used

	C
	Not used

	D
	Technical and/or Professional ability of Subcontractor


4. The Economic Operator must fully complete Parts A and D of this document. 

5. The PQQP submitted by the Economic Operator shall represent the entire Economic Operators Team. The Economic Operator’s combined response must include all requested information relating to the Economic Operator and where requested Subcontractors/Sub-consultants. It is the Economic Operator’s responsibility to ensure that the PQQP (including all documents PQQ1 and PQQ2 & 3 and if applicable PQQ1A & PQQ1B), complete with the requisite supporting information, is fully completed and returned to Derry City Council by the due date and time. 

6. Failure by an Economic Operator to complete all questionnaires fully and in accordance with all requirements therein and to return the PQQP by the submission date and time will result in the Economic Operator’s submission being rejected.

7. All questions must be answered in English.

8. Where a YES or NO response is requested, please clearly indicate the intended response within the drop down list provided - See [---] within document.

9. A non-UK based Economic Operator is requested to answer any of the questions in this questionnaire that specifically refer to UK legislation by substituting, where relevant, the appropriate legislation or code of practice which is equivalent and applicable in its domestic jurisdiction.    

10. Derry City Council reserves the right to require evidence or additional evidence in relation to any answer given to questions in this questionnaire.

11. The Economic Operator must, without undue delay, inform Derry City Council of any changes to the information provided in response to any questions in this questionnaire that may arise at any time during the Economic Operator’s participation in this procurement process. 

12. This document has stated the limitations to the size of responses to specific questions.  An Economic Operator must enter its response within the text boxes provided and adhere to the limit set on the number of characters. 
13. Economic Operators shall note that the number of characters includes spaces and paragraphs and is as calculated by the word processor and may vary slightly from the nominally declared value. For editing and spell checking purposes an Economic Operator may wish to prepare its response elsewhere and paste it into this document. 
14. Unless specifically requested in the questionnaire, additional supporting information beyond that typed into the text boxes, will not be assessed. No general marketing or promotional material from the Economic Operator or any Subcontractor/Sub-consultant either in answer to any of the questions or for any other reason, should be included. 

15. Where supporting information is specifically requested it should be clearly marked with the number of the question in the PQQP to which it relates. This additional information must be in a font size no smaller than equivalent to 12pt Arial and be submitted in Microsoft word 2003 format.
16. An Economic Operator must ensure that its response to each question is relevant and focused on addressing the question asked. Each question will be evaluated only on the information provided in the response text box(es) provided for that particular question and any specifically requested and referenced appendices. No marks will be awarded for a particular question for information given in response to any other question or elsewhere in the PQQP.

17. Once completed the PQQP should be submitted in accordance with the requirements set out in the MoI Section 7 - Procurement Process. 
PART A - GENERAL INFORMATION ABOUT THE economic OPERATOR and Subcontractor
[A-01]
ECONOMIC OPERATOR & SUBCONTRACTOR ADMINISTRATIVE INFORMATION


Trading name of the Economic Operator:      

[Enter text here] 


Trading name of the Subcontractor      

[Enter text here] 

Registered name of the Subcontractor: 

[Enter text here] 

Subcontractor main address: 

[Enter text here] 

Subcontractor Registered Address (if different from above): 

[Enter text here] 

Subcontractor Status (e.g. Partnership, Ltd Company, Consortium): 

[Enter text here] 

If the Subcontractor is already a Limited Company, give date of incorporation.


[Enter date here]
If the Subcontractor is already a Limited Company, give Company Registration number.      


[Enter Registration Number]
VAT registration number: 

[Enter text here] 

PART B - NOT USED

PART C - NOT USED
PART D - PROVISION OF INFORMATION IN COMPLIANCE WITH THE Minimum  Standards FOR TECHNICAL and/or PROFESSIONAL ABILITY
All Economic Operators shall complete Questions D-01 – D03 

[D-01] EXPERIENCE INSTALLING plAY EQUIPMENT
For each project relied upon in your answer the following should be provided:

Economic Operators are instructed that Certificates of practical/substantial completion or equivalent are required for each project signed by the Project Architect/Project Manager/Client representative dated no later than the PQQP return date. 
Certificates/letters of practical/substantial completion or equivalent are attached at Appendix 1    FORMDROPDOWN 




or/and

Complete the tables below and confirmation from the Director/Partner/or Equivalent that each of the projects referred to in your response to this question was completed within the last five years by the Economic Operator.

	Question D01 - Project 1

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]


	Question D01 - Project 2

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]

	
	

	Question D01 - Project 3

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]


I the under named hereby confirm that I can testify that each project referred to above was completed within the last five years by our organisation and* that I have the requisite corporate authority to authorise this:
	Company name
	[Enter text here]

	Print Name 
	[Enter text here]

	Position 
	[Director/Partner or Equivalent]

	Date
	[Enter text here]


*For consortiums ‘our organisation and’ should be read as ‘a member of our Consortium and I can confirm this as the Lead Enterprise on behalf of our Consortium members’.
Failure to: 
Attach Certificates of practical/substantial completion or equivalent are required for each project signed by the Project Architect/Project Manager/Client representative dated no later than the PQQP return date
or/and 

Complete the tables above and confirmation from the Director/Partner/or Equivalent that each of the projects referred to in your response to this question was completed within the last five years by their organisation

may negate the project from being assessed.
By reference to specific projects completed in the last 5 years, provide details of your relevant experience installing play equipment that demonstrates your ability to successfully deliver this project on time and to budget.
	Assessment
	Score
	Indicators

	Excellent

	5
	Comprehensive details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of completed schemes demonstrated an excellent record of successful project delivery. 



	Good

	4
	Broad details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of completed schemes demonstrated a good record of successful project delivery. 



	Satisfactory


	3
	Reasonable details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of completed schemes demonstrated an adequate record of successful project delivery. 



	Poor


	2
	Limited details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of completed schemes demonstrated a poor record of successful project delivery. 



	Unacceptable


	1
	Unacceptable information provided



	Failed


	0
	No response




Please enter your response in the text box provided below which is limited to               2000 characters (using Ariel font size 12).  
[Please enter text here
[continue response here as necessary
[D-02] EXPERIENCE WORKING AS SUBCONTRACTOR 
For each project relied upon in your answer the following should be provided:

Economic Operators are instructed that Certificates of practical/substantial completion or equivalent are required for each project signed by the Project Architect/Project Manager/Client representative dated no later than the PQQP return date. 
Certificates/letters of practical/substantial completion or equivalent are attached at Appendix 1    FORMDROPDOWN 

or/and

Complete the tables below and confirmation from the Director/Partner/or Equivalent that each of the projects referred to in your response to this question was completed within the last five years by the Economic Operator.

	Question D02 - Project 1

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]


	Question D02 - Project 2

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]

	
	

	Question D02 - Project 3

	Title   
	[Enter text here]

	The Project Value for this discipline
	£ [Enter text here]
	Building Value
	£ [Enter text here]

	
	
	Electrical Value
	£ [Enter text here]

	
	
	Mechanical Value
	£ [Enter text here]

	When and where the works where carried out
	[Enter text here]

	Start date
	[Enter text here]

	Completion date


	[Enter text here]


I the under named hereby confirm that I can testify that each project referred to above was completed within the last five years by our organisation and* that I have the requisite corporate authority to authorise this:
	Company name
	[Enter text here]

	Print Name 
	[Enter text here]

	Position 
	[Director/Partner or Equivalent]

	Date
	[Enter text here]


*For consortiums ‘our organisation and’ should be read as ‘a member of our Consortium and I can confirm this as the Lead Enterprise on behalf of our Consortium members’.
Failure to: 
Attach Certificates of practical/substantial completion or equivalent are required for each project signed by the Project Architect/Project Manager/Client representative dated no later than the PQQP return date
or/and 

Complete the tables above and confirmation from the Director/Partner/or Equivalent that each of the projects referred to in your response to this question was completed within the last five years by their organisation

may negate the project from being assessed.
By reference to specific projects completed in the last 5 years, provide details of your relevant experience working as a subcontractor to main contractors and in particular any previous working relationship with the Economic Operator for whom this application is for. Please list main contractor and client in any scheme referred to on the understanding that references may be sought.   
	Assessment
	Score
	Indicators

	Excellent

	5
	Comprehensive details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of contractors/clients demonstrated an excellent record of successful teamwork. 



	Good

	4
	Broad details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of contractors/clients demonstrated a good record of successful teamwork. 



	Satisfactory


	3
	Reasonable details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of contractors/clients demonstrated an adequate record of successful teamwork. 



	Poor


	2
	Limited details of projects of relevant scope, scale and complexity as envisaged under this contract. 

List of contractors/clients demonstrated a poor record of successful teamwork. 



	Unacceptable


	1
	Unacceptable information provided



	Failed


	0
	No response




Please enter your response in the text box provided below which is limited to               2000 characters (using Ariel font size 12).   
[Please enter text here
[continue response here as necessary
FREEDOM OF INFORMATION

1. The Economic Operator acknowledges that Derry City Council is subject to the requirements of the Freedom Of Information Act (FOIA) and the Environmental Information Regulations and shall assist and co-operate with Derry City Council (at the Economic Operator’s expense) to enable Derry City Council to comply with these Information disclosure requirements.

2. The Economic Operator shall ensure that its Subcontractors/Subconsultants and their supply chains  shall:-

· transfer the Request for Information to Derry City Council as soon as practicable after receipt and in any event within two Working Days of receiving a Request for Information;

· provide Derry City Council with a copy of all Information in its possession or power in the form that Derry City Council requires within 5 Working Days (or such other period as Derry City Council may specify) of the Client requesting that Information; and

· provide all necessary assistance as reasonably requested by Derry City Council to enable Derry City Council to respond to a Request for Information within the time for compliance set out in section 10 of the FOIA [or regulation 5 of the Environmental Information Regulations].

3. Derry City Council shall be responsible for determining at its absolute discretion whether the Commercially Sensitive Information and/or any other Information:

· is exempt from disclosure in accordance with the provisions of the FOIA or the  Environmental Information Regulations;

· is to be disclosed in response to a Request for Information, and

· in no event shall the Economic Operator respond directly to a Request for Information unless expressly authorised to do so by Derry City Council.

4. The Economic Operator acknowledges that Derry City Council may, acting in accordance with the Secretary of State for Constitutional Affairs’ Code of Practice on the discharge of public authorities’ functions under Part 1 of FOIA (issued under Section 45 of the FOIA, November 2004), be obliged under the FOIA or the Environmental Information Regulations to disclose Information:

· without consulting with the Economic Operator, or

· following consultation with the Economic Operator and having taken its views into account.

5. The Economic Operator shall ensure that all Information produced in the course of the Contract or relating to the Contract is retained for disclosure and shall permit Derry City Council to inspect such records as requested from time to time.

6. The Economic Operator acknowledges that any lists or schedules provided by it outlining Confidential Information are of indicative value only and that Derry City Council may nevertheless be obliged to disclose Confidential Information in accordance with paragraph 4.
DECLARATION

I confirm that I have read and accept the disclaimers set out in the MoI.

I certify that the information supplied is accurate to the best of my knowledge. I understand and accept that false information could result in exclusion from this procurement process.

I undertake to notify Derry City Council of any changes to the information given in answer to questions in this PQQP that may arise during this procurement process.

I also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a Public Body.  I also understand that any such action will empower Derry City Council to cancel any contract currently in force and will result in exclusion from this procurement process.

I confirm that I have not canvassed or solicited any officer or employee of Derry City Council/CoPE in connection with this pre-qualification process and that no person employed by me or acting in my/our behalf has done any such act.

I further hereby undertake that I will not in the future canvass or solicit any office or employee of Derry City Council/CoPE in connection with this pre-qualification process and that no person employed by me or acting on my/our behalf will do any such act.

I undertake that I will not offer or agree to pay or give, or pay or give any sum of money, inducement of valuable consideration directly or indirectly to any person or have done so or cause or have caused to be done in relation to any other response to this pre-qualification process any act or omission.

I undertake that I will not enter into any agreement or arrangement with any other person that he/she shall refrain from participating in this pre-qualification process.

I also undertake that I will not at any time discuss with any other person any aspect of our submission, save for the Subcontractors/Subconsultants being part of our submission, and will procure this same undertaking from those Subcontractors/Subconsultants.

Freedom of Information
I consider that the information in this Pre-Qualification Questionnaire is 

Sensitive
  FORMDROPDOWN 

If the information supplied in this questionnaire is considered commercially sensitive, please state which information should not be disclosed and provide reasons.

[Enter text here]
Period for which information should remain commercially sensitive.



[Enter text here]
For and on behalf of economic operator;

I the under named hereby confirm that I have read and accept to abide by the terms of this PQQP and that I have all requisite corporate authority to authorise this warranty.
	Name:      
	[Enter text here]

	Title:      
	[Enter text here]

	Position in Company : 
	[Enter text here]
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