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GUIDANCE FOR Completion of PQQ1A
1. This addendum to PQQ1 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. Economic Operator’s who are NOT registered or alternatively who do not at the closing date and time have active status with Constructionline must complete this document in full. This document and all associated attachments will be passed by the Contracting Authority to Constructionline for assessment.  Constructionline will:- 
(a) Calculate the Economic Operator’s Category Value and confirm it is greater than or equal to the minimum value required by the Contracting Authority as set out in PQQ1 Part B Table 1 in at least one of the work categories set out in PQQ1 Part B Table 1a.

(b) Confirm that the Economic Operator complies with Regulation 23 of the Public Contracts Regulations  and is eligible to be invited to tender.
3. If Constructionline confirm that the Economic Operator has an insufficient Category Value or is ineligible to be invited to tender then the Economic Operator will be rejected from this competition.

4. This document is one of four documents that together make up the complete Pre-Qualification Questionnaire Package (PQQP) to be submitted to Contracting Authority. 

5. This document is arranged in 2 Sections (1 & 2) as described below and all information sought in all parts must be provided and all questions answered. The parts are:

	Section
	Content

	1
	General Information about the Economic Operator

	2
	Information as to economic and financial standing and compliance with EU/UK procurement legislation  


6. It is the Economic Operator’s responsibility to ensure that the PQQP (including all documents PQQx and if applicable PQQ1A and PQQ1B), complete with the requisite supporting information, are fully completed and returned to the Contracting Authority by the due date and time. 

7. Failure by an Economic Operator to complete all questions fully and in accordance with all requirements therein and to return the PQQ1A by the submission date and time will result in the Economic Operator’s submission being rejected.

8. Where the role of an Economic Operator is to be fulfilled by a consortium of two or more organisations, any of those organisations which are not registered (active) status with Constructionline must complete a copy of PQQ1A as if each organisation was a single Economic Operator.

9. All questions must be answered in English.
10. Where a YES or NO response is requested, please clearly indicate the intended response within the drop down list provided - See [---] within document.

11. 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.    

12. The Contracting Authority reserves the right to require evidence or additional evidence in relation to any answer given to questions in this questionnaire.

13. The Economic Operator must, without undue delay, inform the Contracting Authority 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. 

14. 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. 
15. 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. 
16. 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. 

17. 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. If there is a need to compress files please use.
18. 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.

19. Once completed the PQQP should be submitted in accordance with the requirements set out in the MoI Section 7 - Procurement Process. 
section 1
GENERAL INFORMATION ABOUT THE economic OPERATOR/CONSORTIUm
Where the Economic Operator is a consortium then the information in this document will represent one member of the consortium. Any other member of the consortium who is not registered (active) status with Constructionline must also complete their own copy of this document (PQQ1A) and submit it as part of the PQQP.
[1A-01] ECONOMIC OPERATOR’S ADMINISTRATIVE INFORMATION

Trading name of the Economic Operator:      

[Enter text here] 

Registered name of the Economic Operator: 

[Enter text here] 

Main address: 

[Enter text here] 

Registered Address (if different from above): 

[Enter text here] 

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

[Enter text here] 

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


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


[Enter Registration Number]
VAT registration number: 

[Enter text here] 

Telephone: 

[Enter number here] 

[1A-02] inFORMATION on OTHER OFFICES
(a) Does your office have a head office with an address that is different to your trade address
  FORMDROPDOWN 

(b) Does your business have any other companies in your group, including ultimate and associated companies (for example, parent, or totally or partly under common control) 
 FORMDROPDOWN 

If you have answered “Yes” to any of these questions then please complete a copy of the “Other Offices” template and attach it with your submission. The template is available from  http://www.constructionline.co.uk/static/suppliers/registered-supplier-resources.html .

Please confirm that the “Other Offices” template it is attached with your submission at Appendix 1   FORMDROPDOWN 
 
[1A-03] DUN AND BRADSTREET NUMBER?
(a) Does your firm have a Dun and Bradstreet number?  FORMDROPDOWN 

(b) Please write your Dun and Bradstreet number here if you have one?  
[Enter text here]  
section 2  Information as to economic and financial standing and compliance with EU/UK procurement legislation  
[EF-01] BUSINESS OFFICERS’ INFORMATION
	This information is used to show all links between firms and that directors or partners have not been banned by a court of law from holding this position. 
Sole traders, partnerships and Limited Partnerships

Please give details of all people with a financial interest in the business. 

Ltd and Plc companies

Please give details of all directors, the company secretary and anyone who holds more than 20% of the paid-up share or loan capital.  
If additional details are required this table should be copied (or a similar one created) and attached as a word document at Appendix 2- Additional sheet attached?    FORMDROPDOWN 
  



	PERSON 1
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]

	


	PERSON 2
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]

	

	PERSON 3
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]

	


	PERSON 4
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]

	

	PERSON 5
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]

	


	PERSON 6
	Title
	[Enter text here] 

	Last name
	[Enter text here]

	First name
	[Enter text here]

	Position in the company
	[Enter text here]

	Date of birth
	     
	Postcode of their private address
	[Enter text here]

	Industry-related qualifications
	[Enter text here]

	
	[Enter text here]

	
	[Enter text here]

	Membership of professional organisations
	[Enter text here]

	
	[Enter text here]


[EF-02]     PROFESSIONAL CONDUCT

	This question deals with the professional conduct of the business, its directors, partners and proprietors.  The public sector and utilities procurement Directives as implemented by the Public Contracts Regulations 2006 and the Utilities Contracts Regulations 2006 Regulation include a mandatory requirement for contracting authorities to exclude Economic Operators from public contracts where they have been convicted of certain offences.  
Please note, a sole trader who is an undischarged bankrupt, or a partnership in which one of the partners is an undischarged bankrupt, will not be eligible for this competition. 

If you are a sole trader or a partner of a firm that is registered as active, you must tell us if you are made bankrupt.

If you answer yes to any of the questions it does not necessarily mean you are barred from this competition as the regulations allow for exemptions as outlined below:

The Regulations make provision for an exception (Public Contracts Regulations 2006 -regulation 23(2) and Utilities Contracts Regulations 2006 regulation 26(2)) if the Contracting Authority is satisfied that there are overriding requirements in the general interest’ which would justify such an exception.  

Please visit the OGC website for the latest details and advice regarding the regulations http://www.ogc.gov.uk/procurement_policy_and_application_of_eu_rules_uk_regulations_.asp




	Has any director, partner or owner been declared bankrupt or been involved in any business which has been liquidated or gone into receivership?


	 FORMDROPDOWN 



	Does your organisation or any of your organisation’s directors, partners or anyone in an equivalent position e.g. any other senior managers who have powers of representation, decision or control have any convictions relating to any of the offences listed below:

	(a) conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA?

	 FORMDROPDOWN 




	(b) 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?
	 FORMDROPDOWN 



	(c) the offence of bribery?
	 FORMDROPDOWN 



	(d) fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention regarding the protection of the financial interests of the European Union, within the meaning of:

	(i) the offence of cheating the Revenue?
	 FORMDROPDOWN 



	(ii) the offence of conspiracy to defraud?
	 FORMDROPDOWN 



	(iii) fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978?
	 FORMDROPDOWN 



	(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985?
	 FORMDROPDOWN 



	(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994?
	 FORMDROPDOWN 



	(vi) destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968?
	 FORMDROPDOWN 



	(e) money laundering within the meaning of the Money Laundering Regulations 2003?
	 FORMDROPDOWN 



	(f) 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?
	 FORMDROPDOWN 



	(g) has the business ever had a public-sector contract or commission ended or had its employment set under the terms of a contract or commission within the public sector?


	 FORMDROPDOWN 




	(h) are there any unpaid county court judgements against the business, the directors, partners or proprietors at present?


	 FORMDROPDOWN 



	If ‘Yes’, please tick whether the judgement is against the business or a person?


	Business
	 FORMCHECKBOX 

	Person
	 FORMCHECKBOX 


	Please state the name of the court where the judgement was made.
	[Enter text here]

	What is the county court judgement reference number?
	[Enter text here]

	Date of judgement?
	[Enter date here]

	What is the value of the judgement?
	[Enter text here]

	Please give details of the plaintiff:   [Enter text here]

	If the judgement was made against a person, please give the full name of the person as in the judgement.
	[Enter text here]

	What position does the person hold in the business?
	[Enter text here]

	What is the home postcode of the person?
	[Enter text here]

	What is their date of birth?
	[Enter date here]

	Has your business, or any of its directors, partners or proprietors not fulfilled their obligations (excluding late payment and routine compliance visit issues) related to the payment of corporation tax, PAYE, CIS deductions, national insurance or VAT?

	 FORMDROPDOWN 



	If you have answered ‘Yes’ to any of the questions above, please provide full details as Appendix 3.

Appendix 3 attached?
 FORMDROPDOWN 




[EF-03] GENERAL INFORMATION (ANNUAL ACCOUNTS) 
Please submit copies of the following documents specified in paragraphs (a), (b) or (c) below 

(A) New Businesses 

Applications from new firms trading for less than two years, who are not yet able to meet the normal Constructionline registration requirements shall provide the following information:-

Financial

If full audited or formal accounts are unavailable for a full first year of trading, at least one item from each of the two categories below will be required:

Category 1
A “trading and cash flow forecast” as prepared for a bank or investor, preferably analysed month by month. This must demonstrate that the firm is forecast to trade profitably and generate funds.

OR

Management accounts for an initial period of trading up to 12 months.  These must comprise at least a detailed trading and profit and loss account and, if possible, a balance sheet and notes thereon.

Category 2

An opening balance sheet setting out initial funding of the business when it commenced trading. This must demonstrate that funds available including any loan and overdraft facilities, are adequate to support initial requirements for fixed assets and working capital (current assets less current liabilities).  

OR

A “status enquiry” or reference from the firm’s bank and/or accountant.

Also

If applicable,

A letter of support from an ultimate holding company, which holds the controlling interest in its applicant  start up supplier subsidiary company, and which itself can meet Constructionline’s financial criteria. The “ultimate holding company” itself must be able to meet Constructionline’s financial criteria. The letter must be signed by a director, on headed notepaper, and state that the full and financial and technical resources of the group will be available to the start up supplier.

Please note:  you may be contacted by Experian, who are an industry recognised credit checking agency. They may phone or write to you to verify the status of your company and to obtain additional information to ensure that your company is authentic. They also work closely with Constructionline to financially monitor  suppliers.
These documents will need to show that a newly established Economic Operator will be able to support a contract to the category value (see meaning below) awarded.

Technical

If two references for any one of the work categories set out in PQQ1 Part B Table 1a, are not available, you will need to meet the following:-
For the work category you select in question EF-04 you will need two relevant references for contracts.  These should be for either completed work or current work which has been carried out for at least three months, and which is at an advanced enough stage for us to get meaningful references. If these apply, we will get personal references and references for work carried out by managers and professional staff for a previous company. 

Category Values

A Category Value is the maximum recommended annual financial limit that applies to each category of work for any one contract.  Constructionline will calculate the Category Value for new firms, on behalf of the Contracting Authority, in line with their current Category Value calculation rules, from turnover, net assets and references.  However, Constructionline may decide to take account of incomplete or unavailable financial information and references and shall then set the final Category Value for new Economic Operators at 75% of the normal figure.
All information required is attached at Appendix 4  FORMDROPDOWN 

(B) Sole Traders, partnerships and Unlimited Companies (Annual Accounts)

You must send us the business’ full annual accounts (as prepared for the owners and the HM Revenue and Customs) for the latest accounting period. The owners must sign and date them as a true representation of the business’ financial affairs.   You must also send us a signed and dated audit or accountant’s report and:

· a profit and loss account;

· a balance sheet; and 

· notes on these.

If you are a small firm or a Limited Liability Partnership and send abbreviated accounts to Companies House, you must give us a fully detailed trading and profit and loss account that includes turnover.

Constructionline shall use the information firstly to assess your firm for financial stability so that they can recommend you as acceptable to participate in this competition. Accounts must meet minimum financial standards. These standards assume you have assets, shareholders’ funds and profits (with debts, borrowings and any losses within acceptable limits).

Constructionline shall also use this information to assess the financial strength of your firm so that they can work out a suitable Category Value (using the agreed formula) for the category of work for which you are applying for in this competition.    The formula Constructionline shall use to calculate the Category Value takes account of a firm’s turnover, net assets and track record (as shown through references).

All information required is attached at Appendix 4  FORMDROPDOWN 

(C) Ltd and Plc Companies and Limited Liability Partnerships

Constructionline on behalf of the Contracting Authority shall need to see the company’s full annual accounts as prepared for shareholders and Companies House including an audit report (if needed) or an accountant’s report (if you don’t need an audit). The directors, partners and auditors or accountants must sign and date them where necessary.  If you are a group or an ultimate holding firm that is not able to send us consolidated accounts, you may have to send us accounts of other group firms that are relevant to the application or continued registration.  Please make sure you include the following:

· Directors’ report

· Auditor’s or accountant’s report

· Profit and loss account

· Balance sheet

· Notes to the accounts

· Any supplementary trading account

· Consolidated or group accounts of any ultimate holding company (if these apply)

The contracting authority cannot accept drafted or amended accounts. If you are a small business, you must send us abbreviated accounts (as sent to Companies House) and a more detailed trading or profit and loss account that includes turnover.

We also need to see the consolidated or group accounts of any ultimate holding company for the latest accounting period.

This cannot be later than the Companies House latest due dates for filing (currently seven months for Plcs and 10 months for others). 

Accounts must meet minimum financial standards. These standards assume you have assets, shareholders’ funds and profits (with debts, borrowings and any losses within acceptable limits).

Constructionline shall also use this information to assess the financial strength of your firm so that they can work out a suitable category value (using the agreed formula) for the Category of work for which you are applying for in this competition.    The formula Constructionline shall use to calculate the Category Value takes account of a firm’s turnover, net assets and track record (as shown through references).

Accounts should be signed and dated by directors, partners or sole traders, and auditors or accountants (if this applies).  

If you are a group or an ultimate holding firm that is not able to send the contracting authority consolidated accounts, you may have to send us accounts of other group firms that are relevant to your application.
We cannot accept draft or amended accounts. 
All information required is attached at Appendix 4  FORMDROPDOWN 

[EF-04] 
References for work category
In order for an Economic Operator to be eligible to participate in this competition they must have a Constructionline Category Value equal to or greater than the value set out in PQQ1 Part B Table 1 in at least one of the Work Categories set out in PQQ1, Part B  -  Table 1a - Relevant Work Categories.  
In order to calculate the Category Value Constructionline will use an agreed formula.  The formula considers the financial positions of the company and previous contract references.
In the text box below please specify the one work category from PQQ1 Part B – Table 1a - Relevant Work Categories you wish Constructionline to assess your Category Value against.

[Enter one of the  work categories from PQQ1 Part B - Table 1a]
For this work category you will need to provide two references.  References should be from buyers/clients you have worked with in the last three years.

The references must be recent and for work completed within the last three years.  If there is not a value on the references then recent written proof (e.g. an invoice) must be supplied to show that your business has completed the works. This must include the value of the works provided.  

Your reference must confirm the total value of the work you carried out and the approximate value of each type of work covered by the work category.

General reference conditions
1 The reference must be filled in by the referee on the Constructionline reference form obtainable at http://www.constructionline.co.uk/static/suppliers/registered-supplier-resources.html
2 The reference must have the value of contract section filled in, with the referee confirming the value of contract the business is able to fulfil.
3 The business must have carried out satisfactory contracts for the referee within the last three years. The references must not be more than three years old. 

Two references for work category attached at Appendix 5   
 FORMDROPDOWN 

FREEDOM OF INFORMATION

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

2. The Economic Operator shall ensure that its Sub-contractors/Sub-consultants and their supply chains  shall:-

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

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

· provide all necessary assistance as reasonably requested by the Contracting Authority to enable the Contracting Authority 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. The Contracting Authority 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 the Contracting Authority.

4. The Economic Operator acknowledges that the Contracting Authority 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 the Contracting Authority 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 the Contracting Authority 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 the Contracting Authority 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 the Contracting Authority 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 the Contracting Authority/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 the Contracting Authority/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 commercially
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]


ANNEX 1 - DOCUMENT RETURN REGISTER
Economic Operators NOT registered (active) status with Constructionline ensure that all documents, as summarised below, are returned with this PQQ1A- Economic Operator Financial Addendum:-

	Document Return Register

	Appendix

No
	Question Reference
	Document File Naming Convention
	Attached

	1
	1A-02(b)

Other Offices template
(If required)
	Economic Operator Name-PQQ1A-A1-EF-02b
	 FORMCHECKBOX 


	2
	EF-01
Business officers’ information 
	Economic Operator Name-PQQ1A-A2-EF-01
	 FORMCHECKBOX 


	3
	EF-02
Professional conduct information
	Economic Operator Name-PQQ1A-A3-EF-02
	 FORMCHECKBOX 


	4
	EF-03(A, B or C)

General Information details
	Economic Operator Name-PQQ1A-A4-EF-03A,B or C
	 FORMCHECKBOX 


	5
	EF-04
2 x references for work category
	Economic Operator Name-PQQ1A-A5-EF-04
	 FORMCHECKBOX 



It is the Economic Operator’s responsibility to ensure that the PQQP (including all documents PQQx and if applicable PQQ1A and PQQ1B), complete with the requisite supporting information, are fully completed and returned to Derry City Council using the NAMING convention outlined in the above table. Where it states “Economic Operator Name” the Economic Operator shall insert its name. For example, if your company name was “AN Other Ltd” and returning Appendix 3 the document should be saved as ; AN Other Ltd-PQQ1A-A3-EF-02.

Note : the document file naming convention as set out above should also be labelled within the header of each document respectively.
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