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Application Form

	1
	APPLICANT DETAILS

	1.1
	TRADING NAME AND ADDRESS:



	1.2
	ADDRESS FOR CORRESPONDENCE RELATING TO THIS APPLICATION:

Telephone number:

Fax number:

E-mail:



	1.3
	DETAILS OF THE PERSON WHO COMPLETED THE FORM

Name:

Position:

Telephone number:

Fax number:

E-mail:


	2
	STATUS OF APPLICANT

	2.1
	Is the applicant:

	
	(a)
	A sole trader?
	Yes/No

	
	(b)
	A partnership?
	Yes/No

	
	(c)
	A limited company?
	Yes/No

	
	(d)
	A public limited company?
	Yes/No

	
	(e)
	A local authority DSO?
	Yes/No

	
	(f)
	A charity?

Trading as a company?

Or

Number of trustees if not a company?


	Yes/No

Yes/No

	
	(g)
	Other – please specify


	Yes/No



	2.2
	Date of formation or registration:



	2.3
	Registration number (if any) and registered address:



	2.4
	Are you applying to be considered for inclusion on the selected tender list under a different name?
	Yes/No

	2.5
	If yes, please list the name(s) of the other trading company(ies)



	2.6

	Please give full details of any convictions referred to in para.23 (1) below or provide confirmation supported by any related evidence (a certificate signed by company secretary or partner will suffice) that the applicant its directors or any other person referred to in that paragraph has not been convicted of any such offence.

Please provide confirmation supported by any relevant evidence (a certificate signed by the company secretary will suffice) that none of the exclusionary conditions in paragraph 23 (4) below apply.




Reg. 23 states – Criteria for the rejection of economic operators

23. —(1) Subject to paragraph (2), a contracting authority shall treat as ineligible and shall not select an economic operator in accordance with these Regulations if the contracting authority has actual knowledge that the economic operator or its directors or any other person who has powers of representation, decision or control of the economic operator has been convicted of any of the following offences—

(a) conspiracy within the meaning of section 1 of the Criminal Law Act 1977(a) where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA(b);
(b) corruption within the meaning of section 1 of the Public Bodies Corrupt Practices Act 1889(c) or section 1 of the Prevention of Corruption Act 1906(d);
(c) the offence of bribery;
(d) fraud, where the offence relates to fraud affecting the financial interests of the European Communities as defined by Article 1 of the Convention relating to the protection of the financial interests of the European Union, within the meaning of—

(i) the offence of cheating the Revenue;
(ii) the offence of conspiracy to defraud;
(iii) fraud or theft within the meaning of the Theft Act 1968(a) and the Theft Act 1978(b);
(iv) fraudulent trading within the meaning of section 458 of the Companies Act 1985(c);
(v) defrauding the Customs within the meaning of the Customs and Excise Management Act 1979(d) and the Value Added Tax Act 1994(e);
(vi) an offence in connection with taxation in the European Community within the meaning of section 71 of the Criminal Justice Act 1993(f); or
(vii) 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;

(e) money laundering within the meaning of the Money Laundering Regulations 2003(g); or

(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.

(2) 
In any case where an economic operator or its directors or any other person who has powers of representation, decision or control has been convicted of an offence described in paragraph (1), a contracting authority may disregard the prohibition described there if it is satisfied that there are overriding requirements in the general interest which justify doing so in relation to that economic operator.

(3) A contracting authority may apply to the relevant competent authority to obtain further information regarding the economic operator and in particular details of convictions of the offences listed in paragraph (1) if it considers it needs such information to decide on any exclusion referred to in that paragraph.


(4) A contracting authority may treat an economic operator as ineligible or decide not to select an economic operator in accordance with these Regulations on one or more of the following grounds, namely that the economic operator—

(a) being an individual is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has made any conveyance or assignment for the benefit of his creditors or appears unable to pay, or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986(h), or article 242 of the Insolvency (Northern Ireland) Order 1989(i), or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state;

(b) being a partnership constituted under Scots law has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate;

(c) being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002(a) has passed a resolution or is the subject of an order by the court for the company's winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or has had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company's business or any part thereof or is the subject of the above procedures or is the subject of similar procedures under the law of any other state;

(d) has been convicted of a criminal offence relating to the conduct of his business or profession;

(e) has committed an act of grave misconduct in the course of his business or profession;

(f) has not fulfilled 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 the economic operator is established;

(g) has not fulfilled obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which the economic operator is established;

(h) is guilty of serious misrepresentation in providing any information required of him under this regulation;

(i)  in relation to procedures for the award of a public services contract, is not licensed in the relevant State in which he is established or is not a member of an organisation in that relevant State when the law of that relevant State prohibits the provision of the services to be provided under the contract by a person who is not so licensed or who is not such a member; or

(j) subject to paragraphs (7), (8) and (9), is not registered on the professional or trade register of the relevant State specified in Schedule 6 in which he is established under conditions laid down by that State.

	3
	FINANCIAL MATTERS

	3.1
	The applicant shall attach audited accounts for the last three of its financial years (or for the period of the applicant's incorporation if a company or of the applicant's trading if a partnership or sole trader, if such period be less than three years).  The accounts submitted must relate solely to the applicant.

Accounts attached:  
	Yes/No

	3.2
	Please provide details of the published figures for the three previous financial years for:

	Applicant’s Company Turnover     


	£
	
	
	

	Turnover specific to this activity    
	£
	
	
	

	3.3
	The Council will require as part of the evaluation process a reference from each applicant's bankers as to the company's suitability to undertake a contract of this size and nature.

Please complete the Status Enquiry Authority on the following page ensuring that you have entered all the information.  This must be signed by a director of your company who has the authority to do so and whose signature is acceptable to your bankers.  Please do not send a photocopy.
The duly completed form will be sent by the Council to your bankers to obtain a reference from them.

Note: banks are unwilling to supply references without this authority.  Failure to provide such an authorisation may mean that the Council will be unable to consider your application further.



	3.4
	If the applicant is called upon to provide a bond, who will provide a surety (e.g. bank or insurance company)?

Name:

Address:




Status
 Enquiry Authority
To:
The Manager

Sort Code:
:
:

Status enquiry in respect of:

Name:..................................................................................................

Account number: 
..................


Bank address: 




CONSENT

I/We 



consent to




Bank plc providing a reference on me/us to (enter name of Council) and debiting my/our account with the bank's standard administration fee.  

Account number:  ................................................................................

Signed:  ...............................................................................................

Date:  ..................................................................................................

For and on behalf of:  ..........................................................................

	4
	DETAILS OF HOLDING/PARENT COMPANY

	4.1
	 Is the applicant a subsidiary of another company as defined by Section 736 (1) of the Companies Act 1985?
	Yes/No

	4.2
	If 'yes' give the following details in respect of the Holding Parent company:

Name:

Registered Office Address:

Registration Number:

Note: the Council may require the Holding Parent Company to enter into a Deed of Guarantee, where a contract is proposed with a subsidiary, to indemnify the Council against all losses, damages or costs which may be incurred by the Council by reason of any default on the part of the applicant.



	5
	BUSINESS STRUCTURE

	5.1
	A brief description of the applicant's business structure is required.  Applicants may wish to append a ‘family’ tree to illustrate the structure.



	5.2
	Which part of your organisation would deliver this service?



	5.3
	Why do you think this will deliver a high quality service?




Continue on a separate sheet if insufficient space available
	6
	MANAGEMENT STRUCTURE

	6.1
	A brief description of the applicant's management structure, relevant to the proposed activity, is required:



	6.2
	Please give brief biographical details, including skills base and relevant experience of staff and/or managers to be employed in performing this contract awarded by the Council to the applicant:




Continue on a separate sheet if insufficient space available 

	7
	RESOURCES

	7.1
	Enter the number of persons employed (on the provision of services comparable to that proposed for this contract) during the last full year:

	Managerial/supervisory

On site

Off site


	Part Time
	Full Time

	
	
	

	Operational:


	
	

	Sub-contractors:


	
	

	7.2
	Please indicate if it is proposed to sub-contract any part of the delivery of this service, with details of which part and how would it be managed and funded?




OR, Alternatively

	7
	RESOURCES

	7.1
	Enter the number of full-time equivalent persons employed (on the provision of services comparable to that proposed) during each of the last three years:

	Managerial/supervisory


	2006-2007
	2005-2006
	2004-2005

	
	
	
	

	Operational:


	
	
	

	Sub-contractors:


	
	
	

	7.2


	Please give details of technical staff currently employed by your organisation, specifying numbers of staff and professional qualifications.



	7.3


	Please give details of [specialist information technology and technical equipment] used by your organisation in the delivery of [Services].



	7.4


	Please give details of [Specialist] Services used by your organisation.



	7.5
	Which elements of the services detailed in the background information does your organisation anticipate may be sub-contracted?



	7.6
	How does your organisation ensure good working relationships with your sub-contractors?




Continue on a separate sheet if insufficient space available

	8
	STAFF TRAINING

	8.1
	Please provide details of how training is implemented to all levels of management and staff involved in the management and delivery of the contract. Examples of this training in other contracts may be included.



	8.2
	How does your company ensure that staff are competent?



	8.3
	Give brief details of how your company communicates instructions to staff.




OR, Alternatively
	8
	RESOURCES

	8.1
	Please provide a brief statement of how your company is committed to staff training and development.  This will be explored in greater depth at a later stage in the selection process.




	9
	QUALITY ASSURANCE

	9.1
	Evidence should be supplied of satisfactory processes and procedures to enable the Council to be assured that services can be delivered to the required frequency and quality. This evidence will form a key element in determining the suitability of applicants to be invited to tender.

Please provide details of any quality assurance procedures and processes you have implemented that are relevant to this type of activity and any certificates obtained.


None / Detailed below / Copies Attached



	9.2
	How would you demonstrate successful contract delivery to the Council, if your company wins this tender?



	[9.3



	What do you consider to be the critical performance indicator for this service?]



	9.4
	The Council has implemented a Customer Service Charter http://www.cambridgeshire.gov.uk/NR/rdonlyres/17DA07CC-FCFD-45C6-87F2-8F78AEC90C4F/0/AppFincscbrochure.pdf  and Code of Conduct for staff, outlining standards of behaviour, correspondence and telephone answering.  Does your company have standards covering these activities?

If 'yes', please provide a brief summary of these standards.


	Yes/No

	9.5
	ENVIRONMENTAL ISSUES


	9.5.1
	The Council has adopted a positive stance with regard to the protection of the environment and regards environmentally sound approaches to service delivery as an aspect of quality assurance.  Has your company an environmental policy?

detailed below/attached


	Yes/No

	9.5.2
	Do your quality procedures take into account environmental matters?  For example,  special emphasis on recycling, the safe use of materials, conservation of energy resources etc, or list below any areas which you consider relevant to the protection of the environment in relation to the service which is the subject of this tender.
	Yes/No

	9.5.3
	What experience does your company have in providing environmentally sustainable products?

detailed below/attached



	9.6
	HUMAN 
RESOURCES POLICIES

	
	The Council gives a high priority to the achievement of equal opportunities in the delivery of its services to the public as a key aspect of service quality.  The Council’s equal opportunities policy may be inspected on the internet at: http://www.cambridgeshire.gov.uk/council/policies/equality/
Please provide a copy of any equal opportunities policies or statements which you operate (e.g. about race, gender, disability, religion, age and sexual orientation).   Please annex any equal opportunities accreditations which are relevant to this contract. 




	10
	WORKFORCE MATTERS 



	
	Failure to observe the requirements of any race relations or other equal opportunities legislation is regarded by the Council as grave professional misconduct in the course of a business or profession.



	PLEASE ANSWER 10.1 - 10.6 IN RESPECT OF YOUR OPERATIONS IN THE UNITED KINGDOM

	10.1
	Is it your policy as an employer to comply with your statutory obligations under 

· the Race Relations Act 1976 

· Sex Discrimination Act 1975

· Disability Discrimination Act 1995

· The Employment Equality (Sexual Orientation) Regulations 2003

· Age Discrimination Act 2006

· Equality Act 2006

and, accordingly, your practice not to treat one group of people less favourably than others because of their colour, race, nationality ethnic origin, gender, sexual orientation, age or disability in relation to decisions to recruit, train or promote employees?


	Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

	10.2
	In the last three years, has any finding of unlawful racial, gender or disability discrimination been made against your organisation by any court or industrial tribunal?


	Yes/No

	10.3
	In the last three years, has your organisation been subject of a formal investigation by the Commission for Racial Equality

 the  Equal Opportunities or

Disability Commission

on grounds of alleged unlawful discrimination?


	Yes/No

Yes/No

Yes/No 

	10.4
	If the answer to question 10.2 is in the affirmative or, in relation to question 10.3 the Commission made a finding adverse to your organisation, what steps did you take in consequence of that finding?



	10.5
	Is your equal opportunities policy (in particular for race, gender and disability) set out:

(a)
(a)
in instructions to those concerned with recruitment training and promotion?

(b) (b)
in documents available to employees, recognised trade unions or other representative groups of employees?

(c)
in recruitment advertisements or other literature?
	Yes/No

Yes/No

Yes/No



	10.6
	Do you observe as far as possible national codes of practice for equal opportunities in terms of race, gender and disability, including the Commission for Racial Equality’s Code of Practice in Employment, as approved by Parliament in 1983, which gives practical guidance to employers and others on the elimination of racial discrimination and the promotion of equality of opportunity in employment, including steps that can be taken to encourage members of the ethnic minorities to apply for jobs or take up training opportunities?


	Yes/No

	IF YOU ARE OPERATING OUTSIDE THE UK, PLEASE COMPLETE 10.7 to 10.12 (You only need to answer these questions if you are not operating in the UK):

	10.7
	Is it your policy as an employer to comply with your statutory obligations in force in the territories in which you operate concerning the treatment of people of

· different colour, race, nationality ethnic origin,

· gender or 

· disability

 in relation to decisions to recruit, train or promote employees?


	Yes/No

Yes/No

Yes/No

	10.8
	In the last three years, has any finding of unlawful racial, gender or disability discrimination been made against your organisation by any court or tribunal?


	Yes/No

	10.9
	In the last three years, has your organisation been the subject of a formal investigation by any state, regional or other authority concerned with the enforcement of the law concerning the treatment of people of different colour, race, nationality ethnic origin, gender or disability?


	Yes/No

	10.10
	If the answer to question 10.8 is in the affirmative, or in relation to question 10.9 the relevant authority made a finding adverse to your organisation, what steps did you take in consequence of that finding?



	10.11
	Is your equal opportunities policy (in particular for race, gender and disability set out:

(a)
(a)
in instructions to those concerned with recruitment training and promotion?

(c) (b)
in documents available to employees, recognised trade unions or other representative groups of employees?

(c)
in recruitment advertisements or other literature?
	Yes/No

Yes/No

Yes/No



	10.12
	Do you observe as far as possible any codes of practice published by the state, regional or other authorities which give practical guidance to employers and others on the elimination of racial, gender and disability discrimination and the promotion of equality of opportunity in employment, including steps that can be taken to encourage members of minority groups to apply for jobs or take up training opportunities?


	Yes/No


	11
	INSURANCE

	11.1
	Please provide details of all insurance cover currently in force. If your company’s tender is successful, adequate insurance cover will be required.  The levels are indicated below.  If your current insurance is insufficient, please enclose a copy of a quotation from your insurance company indicating that the increased cover will be available should you be awarded the contract.




	Please complete details and indicate the level of cover
 you have including details of the issuing company, policy number, cover provided and renewal date (and provide confirmation from your broker).

	Company
	Insurer
	Policy No.
	Cover  £
	Renewal Date

	Public liability (minimum £5m cover)
	
	
	
	

	Employer’s Liability (minimum £10m)
	
	
	
	

	Professional Indemnity (minimum 12 year cover)

	
	
	
	

	Product Liability (minimum £2m cover)

	
	
	
	

	11.2
	Are there any outstanding claims against you (other than routine employment cases)?   Please list as appropriate.




	12

	HEALTH AND SAFETY LEGISLATION 

	12.1
	Please provide copies of the following documents and mark them with the appropriate question numbers for easy identification:



	
	Please tick if enclosed

	· If you have 4 or fewer employees, please supply documentary evidence of your policy with respect to health, safety and welfare at work; 
Or 
· If you have more than 4 employees, please provide your organisation’s policy statement with respect to health safety and welfare.
signed and dated by your Chairman, Chief Executive, Managing Director or Company Secretary.

In either of the above cases please ensure they are the latest versions and have been reviewed, and if necessary revised within the last 2 years.
	

	(b)
Details of your safety organisation (structure, roles and responsibilities).


	

	(c)
Details of safety arrangements for the type of work intended, including:

(a) risk assessment procedures, (please attach relevant examples);

(b) examples of relevant safe working methods;

(c) procedures for monitoring the implementation and effectiveness of your health and safety policy;

(d) first aid provision;

(e) procedure for dealing with emergencies;

(f) procedure for reporting and investigating accidents and dangerous occurrences.



	

	12.2
	Identify the person in your company who is responsible for co-ordinating safety matters, who can be contacted if necessary:

Name:

Phone contact number:



	12.3
	Who is your "Competent Person" for provision of health and safety advice, as required by the Management of Health and Safety at Work Regulations 1999  (If external consultants please provide the name and address of the organisation and the name of the consultant.)

Phone contact number:



	12.4
	What health and safety training is given to employees and how is their competence to safely perform work tasks assessed?



	12.5
	Please detail any HSE\local authority enforcing action (i.e. prosecution or issue of Improvement or Prohibition Notices) taken against your company in the past three years.



	12.6
	Please attach a summary of your reportable accidents, dangerous occurrences and notifiable diseases record for the past three years. 

None/Copy attached



	12.7
	Please describe in-house or external health and safety awards received by your company, indicating when and for what they were received and identifying the awarding body or organisation (if not in-house).



	12.8
	Please provide details of the company’s procedures for monitoring and reviewing health and safety performance.




	13

	REFER REFERENCES AND EXPERIENCE OF COMPARABLE SERVICE PROVISION 

	13.1
	The Council will wish to obtain references, where possible, from clients of the applicant who have been provided with a comparable or similar service.  Please append brief details of all contracts (relevant to this particular activity) of more than twelve months’ duration which are still running or have been completed within the last three years.  Please include the name, job title, address and telephone number of the representative from whom references may be sought.

None/Detailed below/Copies attached



	13.2
	Has your company or business had penalties, default notices or liquidated damages awarded against it during the last three years in respect of the comparable services?


If 'yes', please list brief details:


	Yes/No

	13.3
	Have you ever withdrawn from a contract after the contract has been awarded?

If 'yes' please list brief details:


	Yes/No

	13.4
	Has your company or business had a contract terminated in the last three years in respect of the comparable services?

If ‘yes’ please list brief details:


	Yes/No


	14

	DECLARATION 

	14.1
	I declare that the details submitted in the form of this application are correct.



	14.2
	I can confirm that the following information has been included:

· Status Enquiry Authority 

· the last three years’ audited accounts

· details of insurance cover 

· a copy of the health & safety policy statement, signed and dated 
· any other procedures, examples and logs requested
· details of quality assurance procedures
· brief details of all relevant contracts.


	14.3
	The applicant is the organisation which it is proposed will enter into a formal contract with the Council if awarded the contract.



	14.4
	I understand that the information disclosed in this application form will be used in the evaluation process to assess my company's financial stability and competence to conduct the service being tendered by the Council.

Signed:

Name:

Position:

Date:

Note: This form must be signed by a director or other senior representative of the company.




�PAGE \# "'Page: '#'�'"  ��Ensure that this page is not printed double-sided as the original will need to be sent to the bank.


�This alternative wording may be relevant if you require the information for the last three years.


�May be useful if service/supply is of specialist/technical nature.  Delete if not applicable.  


�PAGE \# "'Page: '#'�'"  ��May be useful if service/supply is of specialist/technical nature.  Delete if not applicable.


�May be useful if service/supply is of specialist/technical nature.  Delete if not applicable.


�Only ask these questions if relevant to the delivery of the service, work or supply under consideration.  Delete if not applicable.


�PAGE \# "'Page: '#'�'"  �� Only ask these questions if relevant to the delivery of the service, work or supply under consideration.  These questions are relevant principally to service contracts, especially if the services are to be delivered to the public.  Delete if not applicable


� Officers despatching the questionnaire need to check insurance levels and any issues with the Council’s Insurance Officer to ensure that the contract has adequate insurance cover. It is important to remember that unnecessarily high insurance levels can lead to some smaller bidders not being willing or able to bid so consider if the level required is appropriate.


�Not all contracts will require this.  If in doubt, check with Insurance Section.


�Delete this if not purchasing products.  Check with Insurance Section if any doubts as to whether this applies or the level of cover required.


�PAGE \# "'Page: '#'�'"  �� Some or all of the questions may be relevant.  Delete if not applicable.  


�PAGE \# "'Page: '#'�'"  ��Only ask these questions if relevant.  Delete if not applicable.


�PAGE \# "'Page: '#'�'"  ��Delete this section if using the questionnaire in section 5 of the invitation to tender.
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