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GUIDANCE NOTES FOR COMPLETION AND SUBMISSION OF QUESTIONNAIRE

Questionnaire Purpose

The purpose of this questionnaire is to allow us to identify suitably qualified and experienced contractors who will be placed on the Council’s Standing Lists of Contractors, held by the Director of Technical Services, for further invitation to tender for Council projects.

Questionnaire Responses

All responses will be treated in confidence.  Completed questionnaires may be submitted either:

(a)
 
  via e-mail, or

(b)   

hard copy via the postal system or delivered by hand.

Please note that we may require clarification of the answers provided or ask for additional information.

The response should be submitted by an individual of the organisation, company or partnership who has authority to answer on behalf of that organisation, company or partnership.  

During the application process, or once admitted onto the Standing Lists, any material changes to the information provided should be advised to the Director of Technical Services as soon as possible.
Should the response be found to be erroneous or in any other way incorrect, we reserve the right to remove the candidate from the Standing Lists.

Freedom of Information

The Freedom of Information (Scotland) Act 2002, which came into force on 1 January 2005, designates Comhairle nan Eilean Siar as a Scottish public authority and therefore subject to the provisions and obligations in that Act.  This means that from 1 January 2005, any person who makes a valid request for recorded information held by Comhairle nan Eilean Siar will be entitled to receive it, unless all or part of that information can be withheld as a result of the exemptions in that Act.

As part of our responsibility under the Act, Comhairle nan Eilean Siar may be required to disclose any information held relating to your response to anyone who makes a request under that Act.  Such information may only be withheld if it meets one or more of the exemptions or conditions in that Act.  Information held cannot simply be classified as “confidential” or “commercial in confidence” to enable it to be protected from disclosure.

Information may also be requested under the Data Protection Act 1998 and the current Environmental Information Regulations.
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Applicants should carefully read the “Information and Guidance to Applicants” document prior to completing this questionnaire.
APPLICANT QUESTIONNAIRE

Section 1 – Background

(a)
Full name and address:

	Company  Name
	

	Address
	

	Website address (if applicable)
	


(b) Name and position of main contact:

	Name
	

	Position
	

	Telephone No.
	

	Fax No.
	

	E-mail
	


(c)
Current legal status (e.g. partnership, private limited company, etc) and VAT Registration / Tax Exemption details:

	Sole Trader
	

	Partnership
	

	Limited Company
	

	Private Limited Company
	

	Other legal status
	

	VAT Registration No.
	

	Tax Exemption Certificate No.
	


(d) Date and place of formation and registration under the Companies Act:

	Date of formation
	

	Place of formation
	

	Date of registration
	

	Registration No.
	

	Registered Office
	

	Principal place of business
	


(e) Details of any significant corporate changes made since the last financial year end:

	


(f) Brief description of primary business:

	


(g)
Information relating to the total number of employees within the organisation:
	Management: 
Clerical: 
Permanent Workforce: 




(h)
Information relating to the professional, regulatory or trade bodies of which the organisation is a member:
	


(i)
Details of the organisation’s Waste Carrier’s Licence, if applicable:

	Number:
	

	Expiry Date:
	

	If not applicable, please state reason:
	


(j)
Details of any Director, Partner or Associate of the organisation who has a relative(s) (e.g. spouse, parent, child, sibling) who is employed by the Council at a senior level (Head of Service/Director/Chief Executive) or is an elected Council member:
	


(k)
Details of any Director, Partner or Associate of the organisation who is currently employed, or has been employed within the last 2 years, by the Council:

	


Section 2 – Choice of Placement on the Lists
Applicants are referred to the “Basic Criteria for Consideration” in the “Information and Guidance to Applicants” document, and to the information to be provided at Section 3 – Relevant Experience.
Applicants are reminded that the Council will place Contractors on the value bands noted below based on the “Basic Criteria for Consideration” and the information and relevant experience provided in this questionnaire.

List 1: General Civil Engineering Works

	Value band
	Lewis & Harris
	Uist & Barra

	(a)
£0 - £150,000
	
	

	(b)
£150,001 - £300,000
	
	

	(c) 
£300,001 - £450,000
	
	



List 2: Building Works – Tendered on a Several Works Basis

	Value band
	Lewis & Harris
	Uist & Barra

	(a)
£0 - £150,000
	
	

	(b)
£150,001 - £300,000
	
	

	(c)
£300,001 - £450,000
	
	



Lists 3-10: Specialist Works

	
Value band
	£0 - £25,000

	£25,001 - 

£150,000
	£150,001 - 

£450,000
	Lewis & Harris
	Uist & Barra

	List 3:  
Plumbing
	
	
	
	
	

	List 4:  
Electrical 
	
	
	
	
	

	List 5:  Heating, Ventilation  

            and Air Conditioning 

            (HVAC)
	
	
	
	
	

	List 6:  
Landscaping
	
	
	
	
	

	List 7:  
Asbestos Survey / 

            Removal
	
	
	
	
	

	List 8:  Flat Roofing
	
	
	
	
	

	List 9:  
Floor Covering
	
	
	
	
	

	List 10: Painting and 

            Decorating 

	
	
	
	
	


Section 3 – Relevant Experience
(a)
Details of where the organisation has worked on projects that are considered relevant both to the application and to the basic criteria required for the chosen placement/value band(s) on the Lists applied for in Section 2.  Detail the dates of involvement, project scale and the stage each project has reached:
	Description of Contract
	Client
	Value
	Dates

	
	
	
	

	
	
	
	

	
	
	
	


(b)
The Council may require to obtain references from clients who have been provided with a similar service.  Provide details of a minimum of two referees for projects which are in progress or have been completed in the last 12 months:
	Project:       

	Name of Referee:
	

	Position:
	

	Address:
	

	Telephone
	

	

	Project:          

	Name of Referee:
	

	Position:
	

	Address:
	

	Telephone:
	


Section 4 – Financial Details
(a)
Bank Details

	Name of Bank:

(from which a financial reference may be sought).  (Note – not required for Constructionline registered businesses).


	

	Address:
	

	Telephone Number:
	

	Suitable contact name:
	

	Provide details of the Annual Turnover and Profit/(Loss)  (in £ Sterling) for:



	Latest Year
	Annual Turnover:       
Profit (Loss):               

	One Previous Year
	Annual Turnover:        
Profit (Loss):               


(b)
Constructionline Registered Companies


If the Applicant is registered with Constructionline, state registered name and Constructionline certificate number below:


Certificate No.
………………………………………………………..

Expiry Date
….…………………………………………………….
(c) 
Applicants seeking admission to any of the Lists in the value range £150,001 - £300,000 must submit a copy of its latest audited accounts. (NB – this is not required for those registered with Constructionline or those seeking admission to Lists in the value range of £0 - £150,000 only).
	Accounts enclosed:     Yes / Not applicable (delete as appropriate)


(d)
Details of the name of insurer, the Policy numbers, expiry dates and limits of indemnity for the following:

	
	Insurer
	Limit of  Indemnity

£000

	Public Liability
	
	

	Employer’s Liability


	
	


(e)
Detail any claims the Applicant has made within the last three years in respect of the policies referred to in (d) above:

	


(f)
Detail any outstanding claims, litigation or judgements against, or other court orders affecting the Applicant which could affect its financial stability or continued existence:

	


Section 5 – Statement of Good Standing

NB: Please tick the box(es) next to the relevant statement(s) below.
I/We confirm that:

The organisation/individual named below (and its Directors and Partners where relevant)  
· (if an individual) is not bankrupt or had a receiving or administration order made against it nor made any composition or arrangement with or for the benefit of its creditors nor made any conveyance or assignment for the benefit of my/our creditors nor are unable to pay, or have no reasonable prospect of being able to pay, a debt within the meaning of Section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, nor in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, nor is the subject of a petition presented for the sequestration of its estate, nor the subject of any similar procedure under the law of any other state;

· (if a partnership constituted under Scots law) has not granted a trust deed nor become otherwise apparently insolvent, or the subject of a petition presented for sequestration of our estate;

· (if a company) has not passed a resolution or the subject of an order by the court for its winding up otherwise than for the purposes of bona fide reconstruction or amalgamation, nor had a receiver, manager or administrator on behalf of a creditor appointed in respect of its business or any part thereof or the subject of proceedings for any of the above procedures or the subject of similar procedures under the law of any other state;

· has not been convicted of a criminal offence relating to the conduct of its business or profession;

· has not committed an act of grave misconduct in the course of its business or profession;

· has fulfilled its obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which it is established;

· has fulfilled its obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which it is established;

· has not been guilty of serious misrepresentation in providing information required as set out in the preceding requirements and/or information required to be provided in response to the prequalification questionnaire;

And further confirm that, where applicable:

· where licensing and/or membership of a specified organisation is required (in the EU member state where it is established) in order to provide the Services then it holds the relevant licence and/or membership;

· it is registered with the appropriate trade or professional register.

Organisation’s name  


Signed  



Name  


Position  


Section 6 – Health & Safety

(a)
If the Applicant is registered with the Association for Project Safety, the Contractors Health and Safety Assessment Scheme or other recognised relevant body, provide details:


Register: 



Registered name: 



Registration number: 



Date first registered: 


(b)
Please provide a brief statement detailing the Applicant’s competency to act as Contractor on Council Projects, with reference to the Lists which have been applied for at Section 2 and to Appendix 4 of the Approved Code of Practice “Managing health and safety in construction” (HSE L144):
	



NB – it is not necessary to submit copies of the Applicant’s full Health & Safety Policy or standard pro forma documentation with this application.  Information relevant to each individual Council Project will be requested at the appropriate times
(c)
The Council has a CSCS Policy, which is contained within the “Information and Guidance to Applicants” document.   Please provide a brief statement confirming that you are able to comply with this Policy:
	


DECLARATION

A duly authorised employee must sign the following declaration:

	I CONFIRM ALL QUESTIONS HAVE BEEN ANSWERED WHERE APPLICABLE AND THAT SUPPORTING DOCUMENTS ARE ENCLOSED AS REQUESTED



	Signed
	

	Name (Capital Letters)
	

	On behalf of (name of Applicant)


	

	Position
	

	Date
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