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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 North and West by 12 Noon on 8th June 2009 at the following address:


PQQPs must be returned to:


Director of Development & Procurement


North and West Housing Limited


17-20 Magazine Street


Londonderry


BT48 6HH

Responses received after 12 Noon on 8th June 2009 will be disregarded and returned unopened to the sender.

3. This document is arranged in 3 Parts (A, B & C) 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 Architect and lead Consultant 

	B
	Information as to economic and financial standing and compliance with relevant procurement legislation.

	C
	Information as to professional and/or technical ability 


4. The Architect/Lead Consultant shall ensure that each team member fully completes Parts A, B (where necessary) and C of their respective PQQs. 

5. The PQQP submitted by the Architect/Lead Consultant shall represent the entire Design Team. The Design Team’s combined response must include all information on behalf of the Architect/Lead Consultant and individual team members. It is the Architect/Lead Consultant’s responsibility to ensure that the PQQP (including all five documents PQQ1 to PQQ5), complete with the requisite supporting information, are fully completed and returned to North and West by the due date and time. For the avoidance of doubt, Part B of PQQ2- PQQ5 needs to be completed only where a consortium or sub-contracting approach is proposed and all information requested at Part B should be given in respect of consortium members or sub-contractors.

6. The Architect/Lead Consultant should indicate, by ticking the appropriate box(s), the following Contract Lots for which it intends to submit a PQQP.

	Contract Lot
	Tick

	1
	

	2
	

	3
	

	4
	

	5
	


Please refer to Section 2.2 of the MoI for a full description of each Contract Lot.

7. Failure by a Design Team to complete all questionnaires fully and in accordance with all requirements therein and to return the PQQP by the submission date and time may result in the Design Team’s submission being rejected.

8. All questions must be answered in English and have a font size no smaller than equivalent to 12pt Arial.

9. Where a YES or NO response is requested, please clearly indicate the intended response.
10. Non-UK based Design Teams are 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 their domestic jurisdiction.    

11. North and West reserves the right to require evidence or additional evidence in relation to any answers given to questions in this questionnaire.

12. The Design Team must, without undue delay, inform North and West of any changes to the information provided in response to any questions in this questionnaire that may arise at any time during the Design Team’s participation in this procurement process. 

13. Constructionline is the UK’s register of local and national construction and construction-related services pre-qualified to work for public and private sector client buyerswww.constructionline.co.uk.  It is owned and endorsed by the Department for Business, Enterprise & Regulatory Reform (formerly the DTI). For further information go to: -   

14. Where any of the requested information is available from Constructionline and the Design Team wishes North and West to use the information available on Constructionline to assess their submission, then the Design Team must indicate clearly in the appropriate response box within this questionnaire their Constructionline membership number and the specific details and extent to which they wish North and West to rely on Constructionline information. North and West will not assess information from Constructionline unless the Design Team has specifically directed North and West to do so in the submitted questionnaire. 

15. It is the Design Team’s responsibility to ensure all information held by Constructionline regarding all the members of the Design Team is up-to-date by the date of submission of the PQQP.

16. The document has been electronically locked in order to maintain formatting and limitations to the size of responses to specific questions.  The Design Team must enter their response within the text boxes provided and adhere to the limit set on the number of characters (Note: 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 Design Teams may wish to prepare their response elsewhere and paste into the PQQ.  

17. 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 Design Team either in answer to any of the questions, or for any other reason, should be included. 

18. Where supporting information is specifically requested it should be clearly marked with the number of the question in the PQQP to which it relates.

19. North and West expects all questions to be answered in the text boxes provided. 

20. Design Teams must ensure that their 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(s) provided for that particular question and any specifically requested and referenced appendices. No marks will be awarded for a particular question for information given elsewhere in the PQQP.

21. Once completed the PQQP should be submitted in accordance with the requirements set out in the MoI Section 8 - Procurement Process. 

PART A
GENERAL INFORMATION ABOUT THE ARCHITECT AND LEAD CONSULTANT

[A01]  general Details of architect and lead consultant

 
Trading name of Architect:   

[Enter text here]
Registered Name:

[Enter text here]
Address:  

[Enter text here]
Registered Address (if different from above):

[Enter text here]
Tel: [Enter text here]
Fax: [Enter text here]
Status of Architect (e.g. Partnership, Ltd Company, Consortium, JV):

[Enter text here]
VAT Registration number: [Enter text here]
    Constructionline Registration Nr. (If applicable)

[Enter text here]
Note:- With reference to Constructionline registration the Architect’s attention is drawn to paragraph 13 of this document (PQQ1) – “Guidance for Completion of PQQP”.

PART B
Information as to economic and financial standing and compliance with  RELEVANT procurement legislation

Please note that where a consortium approach is proposed, the information requested in questions [B01] to [B04] should be given in respect of the Architect and Lead Consultant and also by each of the members of the Design Team in PQQ2 – PQQ5. Responses must enable North and West to assess the overall economic and financial standing of the Design Team. 
Financial Information

[B01] Supply the following:

(a) Name and Address of your Bank

[Enter text here]
Enclose as Appendix 1 a signed letter from your bank confirming sound financial status and include confirmation that North and  West may obtain references from your bankers and provide their name, address, together with a contact person and his/her telephone number and e-mail address. 

Bank reference and contact details attached at Appendix 1  FORMDROPDOWN 

(b) 
Name and Address of your Accountants

[Enter text here]
(c) 
NOT USED 

(d) 
Please attach a supporting letter from your Accountant to verify your reported turnover and profit/loss over the last two(2) financial years. 

Supporting letter from accountants for B01(d) attached at Appendix 2  FORMDROPDOWN 

A copy of your audited accounts for Years 2007/08; 06/07; 05/06 may be requested, at North and  West’s discretion, to support turnover stated. 

(e) 
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 PQQP, duly completed, that, had the accounts not been authorised for issue until this submission date, would have required to be adjusted for or disclosed in accordance with the provisions of International Accounting Standard 10. Please enter response in the text box provided below which is limited to 1800 characters ~ 300 words.

[Please enter text here - 1800 characters max]
Eligibility

[B02] 
Are there any reasons why the Architect (or the Design Team, where applicable) might be ineligible under Regulation 23 of the Public Contracts Regulations 2006 - 

http://www.opsi.gov.uk/si/si2006/20060005.htm; 


 FORMDROPDOWN 


If yes, give details in the box below. 

[If applicable enter text here]
Insurances

[B03]
Submit details of the Architect’s (or the Design Team’s, where applicable) insurances, stating the name of the insurers, policy numbers, expiry dates and limits for any one incident and any annual aggregate caps and the excesses under the policies 

Employer’s liability


Name of insurer 





[Enter text here]
Policy number

[Enter text here]

Expiry Date

[Enter text here]
Limits of indemnity (per occurrence and aggregate)

[Enter text here]
Excess (if any)

[Enter text here]
Level of cover in £ millions GBP 


[Enter text here]
Public Liability


Name of insurer 





[Enter text here]
Policy number

[Enter text here]

Expiry Date

[Enter text here]
Limits of indemnity (per occurrence and aggregate)

[Enter text here]
Excess (if any)
[Enter text here]
Level of cover in £ millions GBP 


[Enter text here]
Professional Indemnity


Name of insurer 





[Enter text here]
Policy number

[Enter text here]

Expiry Date

[Enter text here]
Limits of indemnity (per occurrence and aggregate)

[Enter text here]
Excess (if any)

[Enter text here]
Level of cover in £ millions GBP 


[Enter text here]

Confirm that copies of valid insurance certificates for all of these will, if required, be produced within 5 working days.  FORMDROPDOWN 

[B04]
Provide confirmation at Appendix 3 (to be provided by the Architect’s, or Design Team’s (where applicable), current insurance broker) that the Architect (or Design Team, where applicable) is capable of obtaining insurance to the applicable values set out in the table below, where the Architect’s (or Design Team, where applicable) current insurance provision is lower. 


Architects (or the Design Team, where applicable) shall be required to obtain insurance of at least these values prior to contract award. 

Insurance broker’s confirmation attached at Appendix 3  FORMDROPDOWN 

	Public liability insurance

	Public liability insurance with a minimum limit of indemnity not less than £10m GBP per incident (or equivalent in other currency)



	Employer’s liability insurance

	Employer's liability insurance with a minimum limit of indemnity not less than £10m GBP per incident (or equivalent in other currency) compliant with applicable statutory requirements; and 



	Professional indemnity insurance

	Professional indemnity insurance for all activities of a professional nature, and including design liability of Architects, with a limit of indemnity of not less than that specified below in GBP per incident (or equivalent in other currency).



	Role
	Insurance value

	Architect and Lead Consultant
	£5m

	Quantity Surveyor
	£5m

	Mechanical and Electrical Engineer
	£5m

	Civil and Structural Engineer
	£5m

	CDM Co-ordinator
	£5m

	
	

	
	


EQUALITY OF OPPORTUNITY


The Architect/Lead Consultant shall comply with all applicable fair employment, equality of treatment and anti-discrimination legislation, including, in particular, the Employment (Northern Ireland) Order 2002, the Fair Employment and Treatment (Northern Ireland) Order 1998, the Sex Discrimination (Northern Ireland) Order 1976 and 1988, the Employment Equality (Sexual Orientation) Regulations (Northern Ireland) 2003, the Equal Pay Act (Northern Ireland) 1970, the Disability Discrimination Act 1995, the Race Relations (Northern Ireland) Order 1997, the Employment Relations (Northern Ireland) Order 1999 and the Employment Rights (Northern Ireland) Order 1996 and shall use their best endeavours to ensure that in their employment policies and practices and in the delivery of the services required of the Architect/Lead Consultant under this agreement they have due regard to the need to promote equality of treatment and opportunity between:
a.
persons of different religious beliefs or political opinions;

b.
men and women or married and unmarried persons;

c.
persons with and without dependants (including women who are pregnant or on maternity leave and men on paternity leave);

d.
persons of different racial groups (within the meaning of the Race Relations (Northern Ireland) Order 1997);

e.
persons with and without a disability (within the meaning of the Disability Discrimination Act 1995);

f.
persons of different ages; and

g. persons of differing sexual orientation.

The Architect shall take all reasonable steps to ensure the observance of the provisions of the above clause by all servants, agents, employees, consultants and sub-contractors.

PART C
professional and/or technical ability

[C01] EXPERIENCE AS an architect and lead consultant
By reference to specific projects for social housing or similar completed within the last 3 years on which you were the Architect/Lead Consultant, provide details of your relevant experience that demonstrates your ability to successfully and safely deliver the project(s) similar to those listed in paragraph 2.0 of the MoI on time and to budget, taking into account their scope, scale and complexity.
	Assessment
	Score
	Interpretation

	Excellent


	4
	Comprehensive experience of relevant projects, including experience of the planning, design, procurement and contract administration of social housing projects or similar.
Description fully supported by details that demonstrate the scope, scale, and complexity of the work and the methodology used to ensure delivery on time, to budget and in compliance with Construction (Design and Management) Regulations (NI) 2007 and other construction related legislation.



	Good


	3
	Broad range of relevant projects, including experience of the planning, design, procurement and contract administration of social housing projects or similar. 

Description well supported by details that demonstrate the scope, scale, and complexity of the work and the methodology used to ensure delivery on time, to budget and in compliance with Construction (Design and Management) Regulations (NI) 2007 and other construction related legislation.



	Satisfactory


	2
	Reasonable range of relevant projects including  experience of the planning, design, procurement and contract administration of social housing projects or similar. 

Description adequately supported by details that demonstrate the scope, scale, and complexity of the work and the methodology used to ensure delivery on time, to budget and in compliance with Construction (Design and Management) Regulations (NI) 2007 and other construction related legislation.

	Poor


	1
	Limited range of relevant projects. Limited experience in the including experience of the planning, design, procurement and contract administration of social housing projects or similar.

Description inadequately supported by details that demonstrate the scope, scale, and complexity of the work and the methodology used to ensure delivery on time, to budget and in compliance with Construction (Design and Management) Regulations (NI) 2007 and other construction related legislation.

	Unacceptable


	0
	No response or unacceptable information provided.


Please enter your response in the text box provided below which is limited to 8000 characters.
[Please enter text here - 8000 characters max]
[C02]  Experience OF DESIGN  

By reference to specific projects for social housing or similar completed within the last 3 years on which you were the Architect/Lead Consultant provide details of relevant experience that demonstrates your involvement in the successful delivery of projects as part of a design solution, including details of how design quality was maintained. Describe your experience in leading a multi-discipline design team, including details of the collaborative working arrangements that were put in place with Clients and their Professional advisors.

	Assessment
	Score
	Interpretation

	Excellent


	4
	Extensive experience of successful delivery of new build social housing projects or similar through design quality.

Fully supported by details of how design quality was maintained in projects relating to social housing with leadership and collaborative working fully implemented.



	Good


	3
	Broad experience of successful delivery of new build social housing projects through design quality.

Well supported by details of how design quality was maintained in projects relating to relating to social housing with leadership and collaborative working fully implemented.



	Satisfactory


	2
	Reasonable experience of successful delivery of new build social housing projects through design quality.

Adequately supported by details of how design quality was maintained in projects relating to relating to social housing with leadership and collaborative working fully implemented.



	Poor


	1
	Limited experience of successful delivery of new build social housing projects through design quality. 

Inadequately supported by details of how design quality was maintained in projects relating to relating to social housing with leadership and collaborative working fully implemented.

.



	Unacceptable


	0
	No response or unacceptable information provided.



Please enter response in the text box provided below which is limited to 8000.

[Enter text here - 8000 characters max]
[C03] 
EXPERIENCE OF SUSTAINABILITY

By reference to specific projects for social housing or similar completed within the last 3 years on which you were the Architect/Lead Consultant provide details of your relevant experience that demonstrates how you have successfully incorporated sustainable practices on relevant new build social housing projects or similar in which you have participated, including details of your contribution to the incorporation of life cycle costing into the process.

	Assessment
	Score
	Interpretation

	Excellent


	4
	Extensive experience of successful delivery of sustainability in relevant new build social housing projects or similar. 

Excellent understanding and application of the principles of life cycle costing.



	Good


	3
	Broad experience of successful delivery of sustainability in relevant new build social housing projects or similar. 

Good understanding and application of the principles of life cycle costing.



	Satisfactory


	2
	Reasonable experience of successful delivery of sustainability in relevant new build social housing projects or similar. 

Adequate understanding and application of the principles of life cycle costing.



	Poor


	1
	Limited experience of successful delivery of sustainability in relevant new build social housing projects or similar. 

Poor understanding of the principles and application of life cycle costing.



	Unacceptable


	0
	No response or unacceptable information provided.



Please enter response in the text box provided below which is limited to 8000 characters.

[Enter text here - 8000 characters max]
[C04]  EXPERIENCE OF BUILD QUALITY
By reference to specific projects for social housing or similar completed within the last 3 years on which you were the Architect, provide evidence of relevant experience that demonstrates how you have contributed to the achievement of high standards of build quality in new build social housing projects or similar and how you ensured that buildings are handed over free of defects. Include details of a high quality internal environment.

	Assessment
	Score
	Interpretation

	Excellent


	4
	Extensive experience of contributing to the achievement of high standards of build quality in new build social housing or similar with buildings handed over free of defects.

Fully supported by details of provision of a high quality internal environment. 



	Good


	3
	Broad experience of contributing to the achievement of high standards of build quality in new build social housing or similar with buildings handed over free of defects.

Well supported by details of provision of a high quality internal environment.

 

	Satisfactory


	2
	Reasonable experience of contributing to the achievement of high standards of build quality in new build social housing or similar with buildings handed over free of defects.

Adequately supported by details of provision of a high quality internal environment. 



	Poor


	1
	Limited experience of contributing to the achievement of high standards of build quality in new build social housing with buildings handed over free of defects.

Inadequately supported by details of provision of a high quality internal environment.



	Unacceptable


	0
	No response or unacceptable information provided.


Please enter response in the text box provided below which is limited to 8000 characters.

[Enter text here - 8000 characters max]
[C05] CAPACITY OF THE OF architect and lead consultant
	Please provide a brief description of your management structure relevant to this project(s) with a management chart showing the management structure and staffing resource for managing the Contract(s). The chart should include the following information:



	(a)
a description of the roles and responsibilities of key personnel (and why you consider them to be key personnel)

 (b)   The number of staff who are qualified with full membership of the relevant   profession and will be dedicated to this project.

(c)   The IT resources that will be available for the project including CAD facilities. Please explain how your systems will integrate and be compatible with other Design Team members.




	Assessment
	Score
	Interpretation

	Excellent


	4
	Key Personnel have extensive experience of planning, designing, procuring and contract administration of projects that are similar in scope, scale, and complexity to this project.

Extensive IT facilities including CAD available



	Good


	3
	Key Personnel have broad experience of planning, designing, procuring and contract administration of projects that are similar in scope, scale, and complexity to this project.

Good IT facilities including CAD available



	Satisfactory


	2
	Key Personnel have reasonable experience of planning, designing, procuring and contract administration of projects that are similar in scope, scale, and complexity to this project.

Adequate IT facilities available. 

	Poor


	1
	Key Personnel have no or limited experience of planning, designing, procuring and contract administration of projects that are similar in scope, scale, and complexity to this project.

Poor IT facilities available.

	Unacceptable


	0
	No response or unacceptable information provided.


Please enter response in the text box provided below which is limited to 8000 characters.

[Enter text here - 8000 characters max]
Please append (1) organisational chart and (2) CVs of the key personnel who will be dedicated to this project including relevant specialist training.

References

All client details (in the format outlined in the list below) should be entered in the text box provided for all key projects mentioned in questions [C01] to [C05]:-

North and West may elect to contact the clients mentioned in the Architect and Lead Consultant’s response to questions in Part C for a reference. Permission to do so will be assumed unless you state any objections. 

Project Title:

Brief description of the Project:

Project Value: 
Building





Electrical





Mechanical

____________





Total GBP           
____________

Client contact name:

Client contact Tel No:

Client contact email:

[Please enter client reference details here]
FREEDOM OF INFORMATION

(I) 
The Architect and Lead Consultant acknowledges that North and West is subject to the requirements of the Freedom Of Information Act 2000 (as may be amended from time to time) (FOIA) and the Environmental Information Regulations 2004 and shall assist and co-operate with North and West (at the Architect and Lead Consultant’s expense) to enable North and West to comply with these Information disclosure requirements.

(ii) 
The Architect and Lead Consultant shall:-

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

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


· provide all necessary assistance as reasonably requested by the North and West to enable North and West 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.


(iii) 
North and West 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 Architect and Lead Consultant respond directly to a Request for Information unless expressly authorised to do so by the North and West.

(iv). 
The Architect and Lead Consultant acknowledges that the North and West 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 Architect and Lead Consultant, or

· following consultation with the Architect and Lead Consultant and having taken its views into account.

(v) 
The Architect and Lead Consultant shall ensure that all Information produced in the course of the Contract or relating to the Contract is retained for disclosure and shall permit North and West to inspect such records as requested from time to time.

(vi)
The Architect and Lead Consultant acknowledges that any lists or schedules provided by it outlining Confidential Information are of indicative value only and that the North and West may nevertheless be obliged to disclose Confidential Information in accordance with Clause 2.4 and (iv) above.

DECLARATION

When the PQQP has been completed the Architect and Lead Consultant must read, sign and submit the declaration below.
I/We confirm that I/we have read and accept the disclaimers set out in the MoI.

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

I/We undertake to notify North & West of any changes to the information given in answer to questions in this PQQP that may arise during this procurement process.

I/We 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/We also understand that any such action will empower North & West to cancel any contract currently in force and will result in exclusion from this procurement process.

I/We confirm that I/we have not canvassed or solicited any officer or employee of North & West in connection with this pre-qualification process and that no person employed by me/us or acting in my/our behalf has done any such act.

I/We further hereby undertake that I/we will not in the future canvass or solicit any office or employee of North & West in connection with this pre-qualification process and that no person employed by me/us or acting in my/our behalf will do any such act.

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

Declaration contd..

I/We consider that the information in this PQQ1 is sensitive FORMDROPDOWN 

If the information supplied in this questionnaire is considered 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]
Signed for and on behalf of the Architect and Lead Consultant

	Signature:      
	[Enter text here]

	Name:      
	[Enter text here]

	Title:      
	[Enter text here]


 DOCUMENT RETURN REGISTER 

Please ensure that all documents are returned with this [PQQP, i.e. for each of PQQ1 to PQQ5] as summarised below:-

	Document Return Register

	Appendix

No
	Question Reference
	Document
	Attached ((/x)

	1
	B01(a)
	Bankers reference and contact details
	

	2
	B01(d) 
	Accountant letters
	

	3
	[B04]
	Letter from insurance brokers re obtaining insurance to the required value
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