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BUSINESS QUESTIONNAIRE
For Low Value, Low Risk Purchases in Respect Of:
 (Insert Name of Supplier/Procurement Exercise Here)
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The purpose of this questionnaire is to assist the London Borough of Lambeth in deciding which suppliers to shortlist to invite to Tender or provide quotes for [identification of requirement].  This document will also be used to set up the supplier. 
In order to simplify this process, you don’t need to provide supporting documents, for example, accounts, certificates, statements or policies with this questionnaire. 

However, the purchasing organisation may ask to see these documents at a later stage. You may also be asked to clarify your answers or provide more details.  Be sure to answer every question on this form.  If the question does not apply to you please write N/A; if you don’t know the answer please write N/K. 

In this document, “Authority” means the London Borough of Lambeth.  You will also see references to “Systems”; this means processes and procedures emplaced to ensure that the subject is properly managed.  This includes making sure that legal requirements are met.
All sections must be completed unless you are setting up a Residential & Domiciliary Care provider registered with the Care Quality Commission (CQC)
To which sections 1 – 5 must be completed.
(With the understanding that all other sections has been satisfied.) 

When complete, please return this form to: (complete details of Business Unit requesting set up for service)
(Name)
(Job Title)

(Department)

(Address)
(Address)

Return completed Business Questionnaire no later than:
(time and date)

You will be contacted again by: (date)
If you have any queries about this form please contact: 

(Name)
(Phone)
(E mail)

1.0
Basic Details of Your Organisation

1.1
Name of the firm submitting the quotation or Tender:

Supplier Name:
1.2 
Contact name for enquiries about this bid:

Named contact:
1.3 
Contact position (Job Title):
1.4 
Address: 
1.5 
Telephone number: 

1.6 
Fax number: 

1.7 
E-mail address: 

1.8 
Website address (if any): 

1.9 
Company Registration number (if this applies):
1.10 
Charities, Housing Association or other Registration number (if this applies).  Please specify registering body: 

1.11 
Date of Registration: 

1.12 
Registered address if different from the above: 
1.13 
VAT Registration number:

1.14
Please indicate if your business is a:  

 FORMCHECKBOX 
  Sole trader    

 FORMCHECKBOX 
  Private Company
 FORMCHECKBOX 
  Public limited company      FORMCHECKBOX 
  Partnership    

 FORMCHECKBOX 
  Voluntary sector business
 FORMCHECKBOX 
  Social enterprise
 FORMCHECKBOX 
  Charity

 FORMCHECKBOX 
  Other

If Other, please give details:

When procuring consultants who operate as sole traders, officers are responsible for establishing the nature of their engagement.  This must be done in order for Lambeth to be assured that the tax status of sole trader consultants is recorded correctly.  Her Majesty's Revenue & Customs (HMRC) recommend that officers use their online tool to determine the consultant's status; you can find it here.  Just follow the online instructions and click through the tool.  If you have problems with the questions the tool is asking or if you are unaware of what information to provide, please speak to 

Tony Otokito

Finance & Resources Group Manager - Capital and Tax

Phone: 020 7926 9462

Mail: totokito@lambeth.gov.uk
1.15 
Name of (ultimate) parent company (if this applies): 


1.16 
Companies House Registration number of parent company (if this applies): 


1.17 
Construction and related businesses only: Are you registered with Exor?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If “Yes”, what is your registration number? 

2.0
Financial Information

2.1 
What was your turnover in the last two years (if this applies)?
 
£………. for year ended (date)

£………. for year ended (date)

2.2 
Has your organisation met the terms of its banking facilities and loan agreements (if any) during the past year?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

2.3 
If “No” what were the reasons, and what has been done to put things right?
2.4 
Has your organisation met all its obligations to pay its creditors and staff during the past year? 
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

2.5 
If “No” please explain why not:
2.6 
What is the name and branch of your bankers (who could provide a reference)?

Name: 

Branch (address): 


Contact details:  
2.7 
If asked, would you be able to provide at least one of the following?
a. A copy of your most recent audited accounts (for the last two years if this applies):

 Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

b. A statement of your turnover, profit & loss account and cash flow for the most recent year of trading:

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

c. A statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position:

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

3.0
Business Activities

3.1 
What are the main business activities of your organisation (services)? 

3.2 
How many staff does your organisation have?  If you are a sole trader, please indicate in 1.14, above.
4.0
References

4.1
Please provide details of three recent contracts that are relevant to the Authority’s requirement.  Where possible at least one should be from the public sector:  
	
	
	Reference 1
	Reference 2
	Reference 3

	A
	Customer Organisation (name): 
	
	
	

	B
	Customer contact name and phone number: 
	
	
	

	C
	Date contract awarded: (if applicable)
	
	
	

	D
	Contract reference and brief description: (if applicable)
	
	
	

	E
	Value: (if applicable)
	
	
	

	F
	Date contract was completed: (if applicable)
	
	
	


4.2
If you cannot provide three references, please explain why:
4.3
Have you had any contracts terminated for poor performance in the last three years, or any contracts where damages have been claimed by the contracting authority? 

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

4.4
If “Yes”, please give details:
5.0
Insurance
5.1
Please provide details of your current insurance coverage:

a. Employer’s Liability: 

£
b. Public Liability:


£ 

c. Other (please provide details):
£
6.0
Quality Assurance
6.1 
Does your organisation hold a recognised quality management certification for example BS/EN/ISO 9000 or equivalent?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

6.2 
If no, does your organisation have a quality management system?  

 Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

If you do not have quality certification or a quality management system, please explain why:
7.0
Health & Safety
7.1 
Does your organisation have a written health and safety at work policy?  Any business employing five or more people has, by law, to prepare and bring to the attention of employees a written Health and Safety Policy Statement.  A Health and Safety Policy usually consists of three distinct sections namely: 
a. General Policy Statement: a short statement outlining the organisation’s commitment to Health and Safety, signed and dated by the senior organisation official (for example, the Managing Director).
b. Organisation: how the organisation addresses health and safety; lines of communication between managers and staff; and any specific duties/responsibilities assigned within the organisation - this should be relatively straightforward for smaller organisations.

c. Arrangements: the systems and procedures in place for ensuring employees’ health and safety at work.
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

7.2 
Does your organisation have a health and safety at work system?  

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

7.3 
If “No”, to either of the above please explain why: 

8.0
Equal Opportunities
8.1
Does your organisation have a written equal opportunities policy, to avoid discrimination?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

9.0
Environmental Management
9.1
Does your organisation have an environmental management system?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

10.0
Professional & Business Standing
10.1
Indicate below if any of the following apply to your organisation or to (any of) the director(s) / partners / proprietor(s):
a. Is in a state of bankruptcy, insolvency, compulsory winding up, receivership, composition with creditors, or subject to relevant proceedings?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

b. Has been convicted of a criminal offence related to business or professional conduct?

 Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

c. Has committed an act of grave misconduct in the course of business?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

d. Has not fulfilled obligations related to payment of social security contributions 

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

e. Has not fulfilled obligations related to payment of taxes? 

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

f. Is guilty of serious misrepresentation in supplying information? 

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

g. Is not in possession of relevant licences or membership of an appropriate organisation where required by law?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

10.2 
If the answer to any of these is “Yes” please give brief details below, including what has been done to put things right:
11.0
Requirement Specific Questions 

11.1 
Question: 

11.2 
Question:

11.3
 Question:




11.4
 Question:


Module 1: additional Financial Information
This section asks for some financial figures about your organisation, (and the ultimate holding company if there is one).  If you are able to answer these questions, the Authority will not usually need to ask you to send accounts at this stage. 
1.0
Please provide the figures for the two most recent years (if available): 
	
	Applicant
	Parent Company consolidated (if available)

	A
	Please indicate the turnover of the organisation for the past two years:
	£ for year ended __/__/__
	£ for year ended __/__/__

	
	
	£ for year ended __/__/__
	£ for year ended __/__/__

	B
	What was the pre-tax profit (or loss) for the last two years?
	£ for year ended __/__/__
	£ for year ended __/__/__

	
	
	£ for year ended __/__/__
	£ for year ended __/__/__

	C
	What was the organisation’s net worth / shareholders funds (or net liabilities) at the date of the latest accounts?
	£ for year ended __/__/__
	£ for year ended __/__/__

	
	
	£ for year ended __/__/__
	£ for year ended __/__/__

	D
	What is your present cash and credit position?
	£ cash (overdraft):

£ at __/__/__
	£ cash (overdraft):

£ at __/__/__

	
	
	Available credit facility:

£ at __/__/__
	Available credit facility:

£ at __/__/__


2.0
If requested, could you provide accounts to support these figures?

Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

3.0
If asked would you be able to obtain a guarantee or performance bond?
Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

4.0
If you could obtain a guarantee or performance bond, please state from whom: 

Module 2: additional health & safety questions
	
	Please delete as appropriate
	If “Yes” could you provide details* if asked?

	1.0
	Health & Safety Policy
	Does your organisation make sure it complies with the Health & Safety at Work Act 1974?
	YES  /  NO
	YES  /  NO

	1.1
	
	Does your organisation take steps to identify which of the regulations under the Act apply to your business?
	YES  /  NO
	YES  /  NO

	1.2
	
	Does your organisation have processes and procedures to ensure that these regulations are followed? 
	YES  /  NO
	YES  /  NO

	1.3
	
	Does your organisation have a written Health and Safety Policy? (if “No” please skip to question 2) 
	YES  /  NO
	YES  /  NO

	1.4
	
	Is this reviewed periodically? 
	YES  /  NO
	YES  /  NO

	1.5
	
	Is there a signed current copy? 
	YES  /  NO
	YES  /  NO

	1.6
	
	Does it define Health and Safety responsibilities for all staff?  
	YES  /  NO
	YES  /  NO

	1.7
	
	Does it define Health and Safety responsibilities according to role? 
	YES  /  NO
	YES  /  NO

	2.0
	Staff Competence
	Does your organisation train staff in Health and Safety? (if “No” please skip to question 3)
	YES  /  NO
	YES  /  NO

	2.1
	 
	Does your organisation train staff in Health and Safety according to their particular job? 
	YES  /  NO
	YES  /  NO

	2.2
	Does your organisation provide the following types of training?
	Health and Safety induction
	YES  /  NO
	YES  /  NO

	
	
	Hazard awareness 
	YES  /  NO
	YES  /  NO

	
	
	Accident reporting 
	YES  /  NO
	YES  /  NO

	
	
	Other training depending on nature of work and risk assessment
	YES  /  NO
	YES  /  NO

	2.3
	
	Does your organisation keep Health and Safety training records for staff?
	YES  /  NO
	YES  /  NO

	3.0
	Consulting Staff 
 
	Does your organisation have a clear process for consulting staff on Health and Safety matters (for example, a Health and Safety committee)? (if “No” please skip to question 4)

	YES  /  NO
	YES  /  NO

	3.1
	
	Is this consultation process set out in your Health and Safety procedures? 
	YES  /  NO
	YES  /  NO

	3.2
	
	Does your organisation have a staff Health and Safety representative(s)? 
	YES  /  NO
	YES  /  NO

	3.3
	
	Does your organisation have clear arrangements for staff to report Health and Safety risks and issues to managers? 
	YES  /  NO
	YES  /  NO

	4.0
	Risk Assessment 
	Does your organisation have a risk assessment process? (if “No” please skip to question 4.5) 
	YES  /  NO
	YES  /  NO

	4.1
	
	Does your organisation record the findings? 
	YES  /  NO
	YES  /  NO

	4.2
	
	Are they regularly reviewed? 
	YES  /  NO
	YES  /  NO

	4.3
	
	Does your organisation produce method statements of how to work safely, based on risk assessments? 
	YES  /  NO
	YES  /  NO

	4.4
	
	Does your organisation have procedures to make sure staff understand these method statements? 
	YES  /  NO
	YES  /  NO

	4.5
	
	Does your organisation have method statements and procedures to cover the use of all plant, machinery and equipment (if this applies)? 
	YES  /  NO
	YES  /  NO

	4.6
	
	Does your organisation apply a risk assessment to each new type / process / machinery / area of work? 
	YES  /  NO
	YES  /  NO

	5.0
	Health & Safety Advice 
	Does your organisation have access to competent Health and Safety advice? (Either within the organisation or external)? 
	YES  /  NO
	YES  /  NO

	5.1
	
	Do you belong to any safety organisations e.g. RoSPA, British Safety Council?
	YES  /  NO
	YES  /  NO

	6.0
	Accident Records 
	Does your organisation report incidents and accidents when required under RIDDOR2? 
	YES  /  NO
	YES  /  NO

	6.1
	
	Does your organisation keep RIDDOR records (copies of reporting forms)? 
	YES  /  NO
	YES  /  NO

	6.2
	
	Does your organisation keep statistics of accidents / incidents? 
	YES  /  NO
	YES  /  NO

	6.3
	
	Does your organisation keep statistics of sub-contractors accidents (if this applies)? 
	YES  /  NO
	YES  /  NO

	6.4
	
	Does your organisation make sure you learn from incidents /accidents and change your working practises as necessary? 
	YES  /  NO
	YES  /  NO

	7.0
	Health Risk Management 
	Does your organisation have a nominated manager to whom any employee health problems can be reported? 
	YES  /  NO
	YES  /  NO

	7.1
	
	Does your organisation provide any necessary personal protective equipment to staff free of charge?
	YES  /  NO
	YES  /  NO

	8.0
	Health and Safety Enforcement 
	Has your organisation had any HSE or Local Authority Improvement or Prohibition Notice or warning letter in the last three years? 
	YES  /  NO
	YES  /  NO

	8.1
	
	Does your organisation keep records of all such Notices / warnings for three years? 
	YES  /  NO
	YES  /  NO

	8.2
	
	If your organisation has had any such Notices or warnings has it put things right to prevent it happening again? 
	YES  /  NO
	YES  /  NO


	1.0
	Additional Health & Safety Questions for the Construction Sector

	
	
	Does your organisation make sure your managers and supervisors understand the duties under the CDM *** Regulations?
	YES  /  NO

	2.0
	CHAS

	Are you a member of the CHAS (Contractors Health and Safety Assessment Scheme)? 
	YES  /  NO

	2.1
	
	If you are a member of CHAS, what is your registration number? 
	

	2.1
	
	Have you applied for CHAS membership if you are not already a member? 
	YES  /  NO


* “Details” may be copies of up to date and relevant documents and / or other oral or written statements 

** RIDDOR - Reporting of Injuries, Disease and Dangerous Occurrences Regulations 1995
*** CDM = Construction (Design and Management) Regulations 1994
Module 3: additional equal opportunities questions
	
	Please delete as appropriate

	1.0
	Is it your policy as an employer to comply with the Race Relations Act 1976 as amended by Race Relations (Amendment) Act 2000, and is it your practice not to treat one group of people less favourably than others because of their colour, race, nationality, or ethnic origin in relation to decisions to recruit, train or promote employees? 
	YES  /  NO

	2.0
	Is it your policy to comply with the Disability Discrimination Act 1995? 
	YES  /  NO

	3.0
	Is it your policy to comply with The Employment Equality (Religion or Belief) Regulations 2003 and The Employment Equality (Sexual Orientation) Regulations 2003? 
	YES  /  NO

	4.0
	In the last three years has any finding of unlawful discrimination been made against your organisation by any court or industrial or employment tribunal? 
	YES  /  NO

	5.0
	In the last three years has your organisation been the subject of a formal investigation by the Commission for Racial Equality (CRE) on grounds of alleged unlawful discrimination? 
	YES  /  NO

	6.0
	If the answer to question 4 and / or 5 is “Yes”, what steps did your organisation take as a result of that finding or investigation?

	7.0
	Is your policy on race relations and employment equality set out:

	7.1
	In instructions to those employees concerned with recruitment, training and promotion? 
	YES  /  NO

	7.2
	In documents available to employees, recognised trade unions or other representative groups of employees? 
	YES  /  NO

	7.3
	In recruitment advertisements or other literature? 
	YES  /  NO

	7.4
	If we asked, could you provide relevant examples of the instructions, documents, recruitment advertisements or other literature? 
	YES  /  NO

	8.0
	Do you follow as far as possible the Commission for Racial Equality's Code of Practice for 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 the steps that can be taken to encourage members of the ethnic minorities to apply for jobs or take up training opportunities?
	YES  /  NO


Declaration
I declare that to the best of my knowledge the answers submitted in this Business Questionnaire (and any supporting documentation) are correct.  I understand that the information will be used in the evaluation process to assess my organisation’s suitability to be invited to Tender or provide quotations for the Authority’s requirement.
I am aware that Lambeth has the right to use this information for the prevention and detection of  fraud.
Signed for and on behalf of (insert supplier name)

Name: ____________________________________________________________________________

Title: _____________________________________________________________________________

Signature: _________________________________________________________________________

Date: _____________________________________________________________________________

Before returning this questionnaire, please ensure that you have:
· Answered all questions
· Enclosed all relevant documents
· Appropriately numbered any continuation sheets
· Signed the above declaration
BUSINESS STATISTICS

London Borough of Lambeth seeks to ensure that all sections of the community have access to our services.  We also wish businesses from all sections of the community to have an equal chance to trade with us.  The information requested below will enable us to monitor our achievement of this objective.  

1. Is your company? (please tick appropriate box):

 FORMCHECKBOX 

Public Limited Company (if PLC please ignore the following questions)


 FORMCHECKBOX 

Partnership


 FORMCHECKBOX 

Sole Proprietor


 FORMCHECKBOX 

Other (please specify) __________________________________________________
2. How would you classify the overall majority ownership of your firm? (please tick appropriate box):

Ethnic Origin


White



 FORMCHECKBOX 

British


 FORMCHECKBOX 

Irish


 FORMCHECKBOX 

Portuguese

 FORMCHECKBOX 

Any other White background (please write in)________________________________


Mixed

 FORMCHECKBOX 

White and Black Caribbean


 FORMCHECKBOX 

White and Black African


 FORMCHECKBOX 

White and Asian


 FORMCHECKBOX 

Any other Mixed background (please write in) _______________________________


Asian or Asian British


 FORMCHECKBOX 

Indian


 FORMCHECKBOX 

Pakistani


 FORMCHECKBOX 

Bangladeshi


 FORMCHECKBOX 

Any other Asian background (please write in) ________________________________


Black or Black British


 FORMCHECKBOX 

Caribbean


 FORMCHECKBOX 

African


 FORMCHECKBOX 

Any other Black background (please write in) ________________________________

Chinese or other ethnic group


 FORMCHECKBOX 

Chinese


 FORMCHECKBOX 

Any other (please write in)_______________________________________________ 
Low Value Business Questionnaire Evaluation Score Sheet
Procurement Project: (Enter name of the procurement project here)

Scoring & Weighting
(Indicate here what your criteria for weighting or scoring will be – 1-5 for weighting and 0-5 for scoring, for example.  The higher the number the better the answer/more important the criteria, etc.  Enter the total BQ score at the bottom; higher scoring BQ’s are better) 

	 
	Section
	Score
	Weighting
	Total Score

	

	1.0
	Organisation Details
	
	
	

	2.0
	Financial Information
	
	
	

	3.0
	Business Activities
	
	
	

	4.0
	References
	
	
	

	5.0
	Insurance
	
	
	

	6.0
	Quality Assurance
	
	
	

	7.0
	Health and Safety
	
	
	

	8.0
	Equal Opportunities
	
	
	

	9.0
	Environmental Management
	
	
	

	10.0
	Professional and Business Standing
	
	
	

	11.0
	Requirement-specific Questions
	
	
	

	12.0
	Declaration
	
	
	

	
	Additional Modules
	
	
	

	1
	Additional Financial Information
	
	
	

	2
	Additional Health and Safety Information
	
	
	

	3
	Additional Equal Opportunities Information
	
	
	

	Grand Total
	


Low Value Business Questionnaire Officer Evaluation Guidance
Introduction 

The main purpose of the Business Questionnaire (BQ) is to reduce the number of suppliers to invite to Tender to a manageable amount.  As with all selection processes a BQ should be evaluated consistently and objectively according to a defined model which should be finalised prior to opening and commencing the evaluation of submitted questionnaires. Ideally the evaluation model would be finalised and agreed before issuing BQ templates to interested suppliers and, at the latest, prior to receipt of completed BQ’s.  Buyers carry out their evaluation of completed questionnaires and exclude those suppliers who do not meet the minimum requirements of suitability to do business with.  The precise manner in which buyers undertake the BQ evaluation may vary somewhat depending on the nature of the contract (for example, value and importance), but some basic guidelines are provided below.  Please note that this is not intended to be definitive, or to replace professional judgements by procurement staff or professional advisors on a case-by-case basis. 
The recommended approach is based on the familiar “weighted scoring approach”, in which the buyer scores responses to the BQ questions according to a pre-agreed scoring system – typically being scored 0-5 or 0-10. The scores for questions within each section are then multiplied by a weighting factor assigned to each section on the basis of its importance relative to other sections. The weighted scores for the sections are then added together to give a total weighted score for the BQ response. 

It may not be considered appropriate to score each part of the BQ response. For example, an assessment of company financial information does not lend itself to scoring. In these cases it may be considered more appropriate to evaluate the responses on the basis of risk (e.g. low financial risk to contract performance, medium risk, high risk) and to consider these ratings along with the total weighted score awarded to that BQ response before deciding whether to invite that supplier to Tender. 

If the responses provided in the completed BQ raises doubts about some aspect of a supplier’s suitability, but that supplier appears to be otherwise appropriate, the buyer may wish to seek further information or clarification from the supplier concerned before proceeding. 

Section 1: Organisation Details 

This section of the BQ allows the buyer to gather some basic contact details about each supplier and to establish the legal entity with which any resultant contract would be agreed. All sections should be completed. 
For registered companies, the buyer may wish to confirm company identity and basic details with Companies House - basic company details can be accessed on-line and without charge at http://www.companieshouse.gov.uk/info/.  The same applies to charities registered with the Charity Commission at http://www.charity-commission.gov.uk/registeredcharities/first.asp, and social landlords registered with the Housing Corporation at http://www.housingcorp.gov.uk/resources/register/select.htm.  As the information requested in this section is purely fact-finding and should be easily completed it is inappropriate to apportion weighted scores to the responses provided. However, any concerns which arise over the supplier’s company details may give rise to questions as to whether they should be invited to Tender.

When procuring consultants who operate as sole traders, officers are responsible for establishing the nature of their engagement.  This must be done in order for Lambeth to be assured that the tax status of sole trader consultants is recorded correctly.  Her Majesty's Revenue & Customs (HMRC) recommend that officers use their online tool to determine the consultant's status; you can find it here.  Just follow the online instructions and click through the tool.  If you have problems with the questions the tool is asking or if you are unaware of what information to provide, please speak to: 

Tony Otokito

Finance & Resources Group Manager - Capital and Tax

Phone: 020 7926 9462

Mail: totokito@lambeth.gov.uk
Section 2: Financial Information 

These questions are intended to gain a basic indication that the supplier is not in financial trouble.  For many low value or short-term contracts the financial health of the supplier may not be critical to the buyer, but nevertheless a financially troubled supplier could still represent a risk to satisfactory contract completion, and a non-scored risk-based approach to assessing this part of the BQ response is suggested. 

2.1 Turnover 

The turnover should be checked to ensure that there hasn’t been a drastic fall in the past two years.  Allocating an arbitrary contract limit based on turnover is not recommended, but turnover should be checked to ensure that it doesn’t appear inconsistent with the value and importance of the proposed contract. 
2.2 - 2.4 Payment of Creditors and Bank Requirements 

If the supplier has answered “No” to either of these questions it could be indicative of poor financial controls, cash flow problems, and / or problems servicing debt.  In that case considerable caution should be exercised unless the supplier has provided clear explanations that matters have been put right. 
2.7 Availability of Financial Details 

The supplier should have answered “Yes” to at least one of these. If not it suggests that the organisation could lack effective financial controls or information.  As such the supplier might be at financial risk and therefore represent a risk to contract delivery as a potential contractor. 
A rating system of ‘Full, satisfactory responses provided with no areas of concern’ / ‘Partial, satisfactory responses provided with some cause for concern’ / ‘Unsatisfactory responses provided with significant cause for concern’ or ‘No responses provided’ is suggested.  Either of the latter two ratings should raise questions as to whether the supplier should be invited to Tender.

Section 3: Business Activities 

On most occasions a buyer will want to establish that a supplier has experience and expertise in the field that is the subject of the proposed contract and that the work required would not be a new departure for them, or if the supplier would intend to sub-contract. Buyers should check the information provided in this section against the necessary levels of experience/expertise. 
The section also provides for the supplier to furnish information concerning the number of staff they employ so that this can be assessed against the levels of resource the buyer feels would be necessary to ensure satisfactory performance of the required contract. 
A scoring system which apportions scores long the lines of ‘Relevant business activities and adequate resource level’ – high marks / ‘Concern over-relevance of business activities and/or resource level’ – lower marks / ‘No responses provided’ – no marks, is suggested. 

Section 4: References 

Again, the basic rationale behind this section is to enable the buyer to assess the level of relevant expertise and experience possessed by a supplier.  Buyers should check that the organisation has provided references that are relevant to the buyer’s requirement and that the values of these are consistent with the likely size and value of the requirement.  A newly set-up supplier might be unable to provide three references, but at least one or two should be available. 
Of course, the suppliers’ ability to make reference to comparable previous work will depend upon the buyer providing a good informative overview of its basic requirements in the information issued to suppliers with the BQ. 
A scoring system of ‘Relevant references’ – high marks / ‘Partially relevant references’ – lower marks or ‘Concern over terminated contract(s)’ / ‘Irrelevant references’ – low marks or ‘References not provided’ – no marks, is suggested. 

Section 5: Insurance 

Employers liability is a legal requirement (except for sole traders), this should be at least £5 million.  Public liability insurance is also essential for any well-run business.  Of course, the level of cover considered appropriate will be commensurate with the contract’s value and significance and should therefore vary from procurement to procurement. 
A scoring system of ‘Adequate level of insurance’ – high marks / ‘Insufficient insurance’ – low marks or ‘No insurance’ – no marks, is suggested. 

Section 6: Quality Assurance 

If the supplier has neither accreditation nor a quality system, this may give rise to doubts about its ability to provide goods or services of a consistent quality.  As a minimum, one would expect to see a supplier provide information that it has considered the implementation of appropriate controls to achieve and ensure consistent performance and intends to adopt such processes where appropriate. 
A scoring system of ‘Certificated quality management system’ – high marks / ‘Proprietary quality management system’ – lower marks or ‘No quality management system’ – low or no marks, is suggested. 

Section 7: Health & Safety 

Suppliers that employ five or more staff are legally required to have a written Health and Safety policy.  If the supplier does not have a Health and Safety system, there may be doubts about its commitment and ability to meet H&S requirements. However, the importance of this section, and therefore the weighting factor applied to scores, will of course vary widely according to the type of procurement being undertaken.

A scoring system of ‘Documented Health and Safety system’ – high marks / ‘Health and Safety quality management system’ – lower marks or ‘Health and Safety not specifically addressed’ – low or no marks, is suggested. 

Section 8: Equal Opportunities 

In order to demonstrate that equal opportunities are provided to all staff and discrimination is combated within their organisation, suppliers are asked to state whether they maintain a written equal opportunities policy. 
If the supplier does not have a written equal opportunities policy, there may be doubts about its commitment and ability to fairly and equally manage its workforce. 
A scoring system of ‘Written equal opportunities policy’ – higher marks / ‘Equal opportunities not specifically addressed’ – lower marks, is suggested. 

Section 9: Environmental Management 

Government policy is that environmental issues should be carefully considered in procurement – OGC and DEFRA guidance on the issue can be found on the OGC website at: http://www.ogc.gov.uk/embedded_object.asp?docid=1001225.  Once again, the importance of this section will vary widely according to the type of procurement being undertaken. 
If a supplier lacks an environmental policy it may be difficult to establish whether it can provide the solution whilst minimising effects on the environment, or whether it can meet the requirements of environmental protection legislation. 
A scoring system of ‘Environmental management system present’ – higher marks / ‘Environmental management not specifically addressed’ – lower marks, is suggested. 

Section 10: Professional & Business Standing 

If the supplier has answered “Yes” to any of these questions, there must be doubts about the propriety of the organisation unless the supplier has provided an answer that clearly indicates the problem has been resolved and that steps have been taken to prevent its recurrence. 
A scoring system of ‘No applicable circumstances’ – high marks / ‘Applicable circumstances but satisfactory corrective action taken’ - lower marks / ‘Applicable circumstances with cause for concern’ – no marks, is suggested.  If a response falls into the last of these categories it would be appropriate to consider whether the supplier concerned should be deselected on this basis. 

Section 11: Requirement-specific Questions 

Any questions posed in this section will relate solely to the requirement itself.  As such the scoring model should be developed by the buyer based on the high-level specification; bearing in mind that any information requested in future evaluation stages must not duplicate any questions already asked. 
It is likely that a high weighting factor will be applied to scores achieved for this section, reflecting the importance of requirement-specific supplier capabilities. 

Section 12: Declaration 

This is simply the confirmation to the buyer by the supplier that the information provided is valid and correct and is the final section of the BQ with the exception of explanatory notes. 
It is inappropriate to apportion weighted scores to the declaration, although if left incomplete there may be concern that the supplier is not prepared to warrant that the information provided is correct. 

Module 1: Additional Financial Information 

This section is optional for inclusion by buyers (and should be included in the BQ where content is relevant to the requirement) and the information it seeks may be asked for in cases where the financial stability of the supplier is important because financial failure of the supplier during the contract would adversely impact the operations of the buyer’s own organisation.  For example, this could apply where the requirement is for a time and / or mission critical product or service, or a specialised or bespoke item. 
It should be borne in mind that full evaluation of a supplier’s financial position requires analysis of full accounts by suitably trained staff.  However, responses to these questions should give an indication of whether there are potential concerns over the financial standing of the supplier. 

3. Turnover 

As per “core” questions – see Section 2. 
4. Profitability 

The supplier’s business should preferably have been profitable for each of the past two years, and the profit margin should not have fallen substantially. 
5. Net worth 

Ideally the supplier’s business should have a positive net worth in both the last two years, and this should have increased in the most recent year. 
7. Cash and credit 

Ideally, the supplier should also have a positive cash balance, or at least the credit facility should be significantly greater than the overdraft. 
If there are issues about the financial stability of the supplier, but it has a parent company that is financially sound, it may be appropriate to seek the supplier’s preparedness to secure a formal guarantee from that parent company at Tender stage. 
Again, a risk-based assessment system is recommended, with responses categorised as ‘Full, satisfactory responses provided with no areas of concern’ / ‘Partial, satisfactory responses provided with some cause for concern’ / ‘Unsatisfactory responses provided with significant cause for concern’ or ‘No responses provided’, is suggested.  If a response is evaluated as either of the last two categories then it would be appropriate to consider whether the supplier concerned should be deselected on this basis. 

Module 2: Additional Health & Safety Information 

This section is optional for inclusion by buyers (and should be included in the BQ where content is relevant to the requirement) but it does offer suppliers the opportunity to provide more information on their approach to health and safety and relevant policy and systems if they have them. 
It is suggested that responses to this additional module be scored as a whole rather than by section.  The buyer will have to give thought to the weighting factor applied in order to incorporate this assessment appropriately into the overall BQ evaluation. 
A scoring approach of ‘Full satisfactory response provided’ – high marks / ‘Partial, generally satisfactory response provided’ – lower marks / ‘Unsatisfactory response’ or ‘No response provided’ – low or no marks, is suggested. 

Module 3: Additional Equal Opportunities Information 

This section is optional for inclusion by buyers (and should be included in the BQ where content is relevant to the requirement) but it does offer suppliers the opportunity to provide more information on their approach to equal opportunities and relevant policy if they have one. 
It is suggested that responses to this additional module be scored as a whole rather than by section.  The buyer will have to give thought to the weighting factor applied in order to incorporate this assessment appropriately into the overall BQ evaluation. 
A scoring approach of ‘Full satisfactory response provided’ – high marks / ‘Partial, generally satisfactory response provided’ – lower marks / ‘Unsatisfactory response’ or ‘No response provided’ – low or no marks, is suggested. 

Weightings 

As noted above, the weightings for the scores appointed to the evaluation of each section will differ according to the subject matter of each procurement and buyers have the option to include some or all of the three supplemental modules which, if used, will also have to be factored into the overall evaluation of responses.  A suggested weighting model is included below for illustrative purposes. 
	
	Section 
	Suggested Weighting

	1.0
	Organisation Details 
	N/A

	2.0
	Financial Information
	N/A – risk based assessment

	3.0
	Business Activities 
	0.5

	4.0
	References 
	0.5

	5.0
	Insurance 
	0.3

	6.0
	Quality Assurance 
	0.3

	7.0
	Health and Safety 
	0.3

	8.0
	Equal Opportunities 
	0.3

	9.0
	Environmental Management
	0.3

	10.0
	Professional and Business Standing
	0.5

	11.0
	Requirement-specific Questions
	1.0

	12.0
	Declaration
	N/A

	
	Additional Modules 
	(where used)

	1
	Additional Financial Information
	N/A – risk based assessment

	2
	Additional Health and Safety Information 
	0.4

	3
	Additional Equal Opportunities Information
	0.4


Low Value Business Questionnaire Supplier Completion Guidance
Introduction & Purpose
Sometimes when buyers advertise a requirement asking suppliers to express an interest in Tendering, the buyer will include an initial sifting stage in the overall Tendering process (occasionally referred to as “long listing”, more often as “Pre-Qualification”).  This serves the purpose of fairly reducing the number of competing suppliers to a manageable number.  This is particularly appropriate where buyers anticipate that a large number of suppliers are likely to want to bid. 
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In order to evaluate suppliers’ ability to meet the advertised requirement the buyer will ask them to submit information about themselves, usually focussing on the supplier’s capabilities and resources. The buyer will then examine each supplier’s response and decide which firms they will issue the Invitation to Tender (ITT) to on the basis of this high-level evaluation.  Lambeth calls the simple document that asks firms to provide the information needed to carry out the process a BQ or Business Questionnaire.  The flow chart below illustrates how Pre-Qualification fits within a simple competitive procurement process.  
The Low Value Business Questionnaire
OGC has developed the document which this guide accompanies specifically for procurements of a lower complexity and a financial value below the OJEU threshold with the purpose of simplifying the Pre-Qualification process for suppliers and buyers alike.  It does this by making the necessary questions easy to answer and thus evaluate, and by not asking firms to provide a wealth of accompanying information with their response to the BQ.  This is effectively known as “self-certification” - clarifying information supporting the response may be requested by the buyer at the Tender stage but doesn’t have to be submitted with the BQ. 
When a buyer wants to assess suppliers’ suitability to Tender for a particular contract they will need to consider a wide range of information about the interested firms. The OGC BQ tries to gather all of the necessary information whilst not making too much work for those responding to it.  The specific areas in which the BQ seeks information are described below.  
Section 1 - Organisation Identity and Basic Details 

A buyer will need some basic contact details for each supplier and some background information about who they are. 
When procuring consultants who operate as sole traders, officers are responsible for establishing the nature of their engagement.  This must be done in order for Lambeth to be assured that the tax status of sole trader consultants is recorded correctly.  Her Majesty's Revenue & Customs (HMRC) recommend that officers use their online tool to determine the consultant's status; you can find it here.  Just follow the online instructions and click through the tool.  If you have problems with the questions the tool is asking or if you are unaware of what information to provide, please speak to: 

Tony Otokito

Finance & Resources Group Manager - Capital and Tax

Phone: 020 7926 9462

Mail: totokito@lambeth.gov.uk
Section 2 - Financial Information 

A buyer needs to know about a possible supplier’s financial situation. They will want to be sure that the firm has the financial resources and stability to carry out the required work, and that they are likely to be around to complete the contract satisfactorily. The BQ therefore asks for some basic company financial information to allow a buyer to assess a supplier in this area. You don’t need to provide copies of accounts when answering the BQ; if you are invited to Tender you can provide them then. 
Section 3 - Business Activities 

A buyer will want to know what a potential supplier’s main lines of business are when deciding if that supplier should be invited to Tender.  The buyer will also want to be sure the firm is likely to have sufficient resource to perform the contract properly or if the supplier would intend to sub-contract.  Section 3 of the BQ asks for information to help the buyer carry out this assessment. 
Section 4 - References 

When a supplier wants to be invited to Tender for a contract the buyer will want to know if it has done similar jobs of a similar size to a good standard in the past. The BQ therefore asks for details of up to three previous jobs done by the firm. The more similar these are to the buyer’s current requirement the better. 
The buyer will also want to know about any problems the supplier has had on previous contracts. It may be there are reasonable explanations in justification so it is best to be honest and open in answering these questions rather than have details scrutinised later. 
Section 5 - Insurance 

With the best will in the world there are sometimes problems with contracts for one reason or another. A buyer needs to know that possible suppliers have the necessary insurance policies to adequately cover any such problems. 
Section 6 - Quality Assurance 

Quality management is all about making sure that work is done in a planned, controlled way to ensure that the results are satisfactory. There are various schemes and standards that define how a firm can make sure it meets its customers’ needs. 
Buyers want to know if possible suppliers have thought about how they can make sure their work is up to the mark in terms of quality. This may mean the firm indicating it has been formally checked against a recognised standard (benchmarked) or it may involve the firm giving a description of how it makes sure its work is done repeatedly to high standard. 
Section 7 - Health and Safety 

A buyer will want to be sure that a supplier takes care to ensure the health and safety of its workers and others when carrying out its work. This will be especially important for construction work, for example. There are also legal requirements in this area that the buyer will need to know that the supplier meets. The BQ therefore asks suppliers to provide some information about their policies on health and safety. 
Section 8 - Equal Opportunities 

Public bodies have a special responsibility to make sure that all members of the community are treated fairly and equally in the field of their work. They will therefore want to know that a possible supplier accepts its legal duties in this area and takes them seriously. 
Section 9 - Environmental Management 

Some business operations can have a big impact on the environment, but all firms can help to ensure that they minimise any harmful effects of their work on the environment, for example by recycling where appropriate and properly disposing of hazardous materials. 
A firm’s policies in this area will be more important for some types of contract than others, but the BQ provides for buyers to gather information from suppliers in this area. 
Section 10 - Professional & Business Standing 

Public bodies have a duty to maintain high standards of professional behaviour and honesty. They need to be sure that potential suppliers can show that they meet the same standards.  The BQ asks suppliers to answer some important questions on this subject. 
Section 11 – Requirement Specific Questions 

Buyers will inevitably have some questions to ask of suppliers which fall outside of the above categories and relate specifically to the subject matter of the procurement they are currently undertaking (for example, typical delivery lead times, or interoperability with existing IT systems).  Any such questions are appropriate for inclusion in this section. 
Section 12 – Declaration 

This is simply the confirmation to the buyer by the supplier that the information provided is valid and correct and is the final section of the BQ with the exception of explanatory notes and supplementary modules. 

Optional Modules for inclusion by Buyers: 

The following 3 Modules are available for buyers to select one or more to issue alongside the core BQ as appendices.  It’s the buyer’s decision which, if any, to include and this should be considered in the context of the requirement itself (for example, contract value/importance and relevance). 

Module 1 – Additional Financial Questions 

The questions in this Module build on those already asked in Section 2 of the core BQ and go into greater depth with respect to profit and loss, Parent Companies and guarantees. 

Module 2 – Additional Health and Safety Questions 

The questions in this Module build on those already asked in Section 7 of the core BQ and ask for details of the supplier’s Health and Safety processes. 
Module 3 – Additional Equal Opportunities Questions 

The questions in this Module build on that already asked in Section 8 of the core BQ and ask for details of the supplier’s policies on, and approach to, Equal Opportunities for its staff. 
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