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	This document must be completed and returned in accordance with the Pre-Qualification Questionnaire (PQQ) Information and Instructions as described herein.

	Questionnaires to be submitted no later than:
	17:00 on Tuesday 10th July 2012

	To:

	Andrea Beckett, Procurement Manager

	E-mail
	andrea.beckett@ipo.gov.uk

	Tel:
	+ 44 (0) 1633 81 4052


1. INTRODUCTION TO THE INTELLECTUAL PROPERTY OFFICE

1.1. The Intellectual Property Office

1.1.1. The Intellectual Property Office (an operating name of the Patent Office) is an Executive Agency of the Department for Business Innovation and Skills (BIS).  It aims to stimulate innovation and enhance the international competitiveness of British industry and commerce. It offers customers an accessible, high quality, value for money system both nationally and internationally, for granting intellectual property rights.

1.1.2. For the purposes of this pre-qualification questionnaire (PQQ), the Intellectual Property Office is hereafter referred to as the Contracting Authority.
1.1.3. The Contracting Authority is a highly successful organisation which, over its 155 year history, has adapted its approach and services to meet changing demands. Its core business and products deliver high quality, cost effective Intellectual Property (IP) rights to customers and its success in these core areas is tied to a much wider range of activities, such as awareness-raising and enforcement. Its customers operate within both the UK and global economies. Further information about the Contracting Authority can be found on its website at:  http://www.ipo.gov.uk/
1.1.4. The number of people currently employed by the Contracting Authority is approximately 900. It is based at three sites: Newport, South Wales; a front office at 1st Floor, 4 Abbey Orchard Street, London and a file repository at Nine Mile Point, Cwmfelinfach, South Wales. It is primarily located at the following site: 

1.2. Concept House

1.2.1. The headquarters of the Contracting Authority are located at Concept House, Cardiff Road, Newport, South Wales, NP10 8QQ.  The office is approximately 3 km south-west of the city centre.

1.3. Directions

1.3.1. A map giving directions to the Contracting Authority sites is available at: 
http://www.ipo.gov.uk/about/contact/contact-directions.htm
2. FURTHER INFORMATION ON THIS PQQ
2.1. Communications
2.1.1. No information contained in this PQQ or in any communication made between the Contracting Authority and any Potential Providers in connection with this PQQ shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this PQQ.  
2.1.2. The Contracting Authority reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall the Contracting Authority incur any liability in respect of this PQQ or any supporting documentation.
2.1.3. Direct or indirect canvassing of any Minister, public sector employee or agent by any Potential Providers concerning this requirement, or any attempt to procure information from any Minister, public sector employee or agent concerning this PQQ may result in the disqualification of the potential service provider from consideration for this requirement.
3. PURPOSE OF THIS PQQ
3.1. Required Information
3.1.1. This PQQ sets out the information which is required by the Contracting Authority in order to assess the suitability of Potential Providers in terms of their technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement.  During the PQQ stage, the intention is to arrive at a Short List of between 5 and 10 qualified providers for formal Invitation to Tender.  

3.2. Structure of PQQ

3.2.1. Potential Providers must adhere to the format of this PQQ when answering the questions.  Where questions cannot be answered fully, please provide relevant explanation and details.  Please keep responses concise and, where practical, include electronic links to where additional relevant information can be found. 

3.3. Contractual Arrangements
3.3.1. The successful Provider shall be awarded a contract for the provision of work relating to the NMP Scanning Project. The contract will operate until final acceptance by the Contracting Authority of all associated deliverables. 
3.4. Outline Timetable

3.4.1. Set out below is the proposed procurement timetable.  This is intended as a guide and whilst the Authority does not intend to depart from the timetable it reserves the right to do so at any stage. 

	Date or 

[Target Date]


	Activity

	31st May 2012
	OJEU notice published with PQQ made available to Potential Providers. 

	10th July 2012
	PQQ Return Date. 

	25th July 2012
	Evaluation of pre-qualification questionnaires completed.

	26th July 2012
	Invitation to tender issued to selected providers.

	04th September 2012
	Tender Return Date.

	01st October 2012
	Evaluation of tenders completed. Including, post tender negotiation, individual meetings held with selected providers, negotiation to arrive at a best and final offer on rates.

	12th October 2012
	Contract Award (to include 10 day stand still period).




3.5. Additional Information

3.5.1. Recipients are invited to complete the attached PQQ and to submit it, together with any requested supporting information, to Andrea Beckett (contact details on page 2 of this document) by 17.00 on Tuesday 10th July 2012. 

3.5.2. All requests for clarification or further information in respect of this PQQ must be addressed to Andrea Beckett (contact details on page 2 of this document). No approach of any kind in connection with this PQQ should be made to any other person within, or associated with, the Contracting Authority.

3.5.3. This PQQ is being provided on the same basis to all Potential Providers. 
3.5.4. The Contracting Authority expressly reserves the right to require a Potential Provider to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this PQQ.  

3.5.5. The Contracting Authority will not reimburse any costs incurred by Potential Providers in connection with preparation of their responses to this PQQ. 

3.6. Freedom of Information

3.6.1. The Contracting Authority is committed to open government and to meeting their legal responsibilities under the Freedom of Information Act 2000.  Accordingly, all information submitted to a public authority may need to be disclosed by the public authority in response to a request under the Act.  The Authority may also decide to include certain information in the publication scheme, which the Authority maintains under the Act. 

3.6.2. If a Potential Provider considers that any of the information included in their PQQ is commercially sensitive, it should identify it and explain (in broad terms) what harm may result from disclosure if a request is received, and the time period applicable to that sensitivity. 

3.6.3. Potential Providers should be aware that, even where they have indicated that information is commercially sensitive, the Contracting Authority might be required to disclose it under the Act if a request is received.  

3.6.4. Potential Providers should also note that the receipt of any material marked “confidential” or equivalent by the Contracting Authority should not be taken to mean that the Contracting Authority accepts any duty of confidence by virtue of that marking.

3.7. Instructions for Completion

3.7.1. Potential Providers should follow the instructions outlined below when completing this PQQ.

3.7.2. Potential Providers should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Potential Provider’s organisation, this should be indicated, with an explanation.

3.7.3. Questions must be answered in English.

3.7.4. The information supplied will be checked for completeness and compliance before responses are evaluated.

3.7.5. Responses will be evaluated in accordance with the procedures set out in paragraph 3.12 below - Provider Selection. In the event that none of the responses are deemed satisfactory, the Contracting Authority reserves the right to annul the tendering exercise.

3.7.6. Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that a Potential Provider is not invited to participate further.

3.8. Submission of Completed PQQs

3.8.1. Two (2) copies of the completed PQQ should be sent in a plain envelope with the following reference included in the bottom left corner – IT/2012/027, and returned to the Contracting Authority. The Contracting Authority does not accept responsibility for the premature opening or mishandling of envelopes that are not submitted in accordance with these instructions.

3.8.2. The responses must be sent to the Contracting Authority, no later than 17.00 on Tuesday 10th July 2012, at the address shown below.  
3.8.3. The Contracting Authority reserves the right not to accept PQQs received after this deadline.

Andrea Beckett
Procurement Manager
Intellectual Property Office

Procurement Unit, Room GY75
Concept House

Cardiff Road

Newport

NP10 8QQ

Tel: + 44 (0) 1633 81 4052

3.8.4. You must  also e-mail an electronic version of your PQQ in MS Word format, to andrea.beckett@ipo.gov.uk 
3.9. Consortia and sub-contracting

3.9.1. Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader. Relevant information should also be provided (as indicated in this PQQ) in respect of consortium members or sub-contractors who will play a significant role in the delivery of the requirements under any ensuing framework agreement. (Where a sub-contractor will not be providing services that are crucial to the ability of the prime contractor to perform the requirement, there is no obligation for them to respond to the questions in this PQQ). 

3.9.2. Responses must enable the Contracting Authority to assess the overall consortia or core supply base.

3.9.3. Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.

3.9.4. The Contracting Authority recognises that arrangements in relation to consortia and sub-contracting may (within limits) be subject to future change. Potential Providers should therefore respond in the light of the arrangements as currently envisaged. Potential Providers are reminded that any future change in relation to consortia and sub-contracting must be notified to the Contracting Authority so that it can make a further assessment by applying the selection criteria to the new information provided.

3.10. Queries about the procurement

3.10.1. The Contracting Authority will not enter into detailed discussion of the requirements at this stage. 

3.10.2. Any questions about the procurement must be submitted via e-mail to: andrea.beckett@ipo.gov.uk
3.10.3. If the Contracting Authority considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form to all Potential Providers who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the PQQ.

3.10.4. All responses received and any communication from Potential Providers will be treated in confidence but will be subject to paragraph 3.6 above.

3.11. Provider Contact Point

3.11.1. Potential Providers are asked to include a single point of contact in their organisation for their response to the PQQ. The Contracting Authority will not be responsible for contacting the Potential Provider through any route other than the nominated contact. 
3.11.2. The Potential Provider must therefore undertake to notify any changes relating to the contact promptly.

3.12. Provider Selection

3.12.1. The objective of the qualification process is to assess the responses to the PQQ and select Potential Providers to proceed to the next stage of the procurement. 

3.12.2. The Contracting Authority may disqualify any Potential Providers who fail to:

i. comply with the requirements of Regulation 23 and/or fails to certify at Part G that it has fulfilled these requirements;
ii. provide a satisfactory response to any questions in the PQQ or inadequately or incorrectly completes any question; 
iii. submit its completed PQQ after the deadline of 17.00 on Tuesday 10th July 2012.
3.12.3. The Potential Providers who comply with the above grounds shall be evaluated on the qualification criteria listed in this PQQ which takes into account the economic and financial standing and the technical or professional ability of the Potential Provider and will be in accordance with Regulations 23-25 of the Public Contracts Regulations 2006 (as amended).  A shortlist of Potential Providers will be drawn up and invited to tender. 
3.12.4. The specific criteria that will be used to evaluate potential providers responses to the PQQ are:

iv. Provision of details regarding organisational status;

v. Grounds for mandatory rejection;

vi. Grounds for discretionary rejection;

vii. Economic and Financial Standing;

viii. Technical & Professional Ability;

ix. Quality Assurance & Internal Controls.
3.12.5. The Contracting Authority may seek independent financial and market advice to validate information declared or to assist in the evaluation. The Contracting Authority reserves the right to conduct Reference site visits; ask for demonstrations; and/or presentations as part of the PQQ process. 

3.12.6. Evaluation of tenders at the award stage will be undertaken in accordance with the high-level evaluation criteria that will be published in the invitation to tender documentation.
4. BACKGROUND TO REQUIREMENTS
4.1. Scope

4.1.1. The scope of the contract is to successfully scan two collections of Patent documentation stored at the Contracting Authority’s warehouse facility.

4.1.2. The outputs of this scanning exercise must then be indexed and passed to the Contracting Authority via an electronic media in order to transfer to its internal systems.

4.2. Background

4.2.1. The Intellectual Property Office (Contracting Authority) is an Executive Agency of the Department for Business Innovation and Skills (BIS).  We have a BIS objective to reduce the cost and size of the government estate through a number of measures including not renewing leases.  The Contracting Authority leases 2 units on the Nine Mile Point Industrial Estate (NMP) at Cwmfelinfach. 

4.2.2. The NMP Rationalisation Project was instigated to review the Contracting Authority’s warehousing requirements to see if it could be reduced.  Phase 1 of the project identified improvements in efficiency and made recommendations regarding the physical storage and digitising of documents that will enable the Contracting Authority to reduce from 2 units to 1 unit.  

4.2.3. The Project identified that the retention of patent documents is a requirement of the Patent Directorate and that the scanning of these documents will release warehousing space. 

4.2.4. The Contracting Authority has an historic patent collection 1617-1900 that is not available electronically and parts of the collection are fragile and deteriorating and this affects the quality of the copies we can supply to customers.

4.2.5. Digitising these would preserve the copies enabling us to continue to provide this public service and it would also free up space that would contribute towards reducing the warehousing facility.

4.3. Objectives of This Procurement

4.3.1. To scan the patent specs in order to have a digital pre-1900 collection.  The collection needs to be indexed so that they can be easily located, and, potentially, the text needs to be searchable (See paragraph 4.4 below).  

4.3.2. The indexing and searchable text (See paragraph 4.4 below) is needed so that the scanned images are suitable for use by patent examiners for “prior art” searches i.e. when they receive a patent application they may need to locate these patents to assess whether or not the invention claimed is new and inventive. 

4.3.3. In addition, the Contracting Authority processes historic patent enquiries and sells copies of the documents. They, therefore, need to be easily searchable, traceable and retrievable in order to continue to provide these services.

4.3.4. In the longer term we may wish to share these images with other organisations, such as the British Library, or make them publicly available over the internet.  We would therefore require that any contract that is subsequently awarded would state that ownership of the images belongs to the Contracting Authority and that we may use them as we wish.
4.4. OCR Requirements

4.4.1. It is the ambition of the Contracting Authority to make the scanned documents as accessible as possible, perhaps ultimately as a searchable collection of documents on the Internet. 
4.4.2. With the above in mind the Contracting Authority may require the documents to be OCR scanned also.

4.4.3. Further information on this requirement will be provided as part of any subsequent tender process.

4.5. Timetable For Work

4.5.1. The Contracting Authority requires the scanning of the documents and transfer to Contracting Authority systems to be completed no later than the end of June 2013, with the work commencing in December 2012.  

4.6. Location of Services To Be Provided

4.6.1. As stated above the documents to be scanned are located at a warehouse facility nine miles away from the Contracting Authority premises. This facility is called Nine Mile Point (NMP).

4.6.2. It is envisaged however that the scanning will be performed ‘Off-Site’ at the successful Tenderer’s Premises. I.e. the supplier will securely transport the documents back and forth NMP and scan them at their own premises.

4.7. Physical Storage Environment Of Documents

4.7.1. The specs are stored in a warehouse environment in card folders on racks that are 7 shelves high. Each shelf is 100cm x 30cm.  

4.8. Collection of Documents To Be Scanned

4.8.1. The collection of documents to be scanned is separated into the following years:

i. 1900 – 1853;

ii. 1852 – 1617.

4.8.2. It is envisaged that the first phase of scanning will commence with the 1900 files and work backwards to 1853. 

4.8.3. The second phase will scan the more complex and fragile documents in the 1852 – 1617 collection.

4.9. Volumes & Condition of Documents

4.9.1. In the collections defined at paragraph 4.8 above there are approximately 400,000 folders. On average these folders contain circa 10 pages each equating to circa 4 million pages to be scanned.

4.9.2. It is estimated that the contents of 360,000 are in good condition and 40,000 are in a state of deterioration. The specs in a poor state are mainly in the date range 1852 - 1617. 

4.10. Size & type

4.10.1. The files were created from 1853 to 1900 so the paper sizes do not conform to the standards we are familiar with in the 21st century.  On average these files contain between 2 – 20 pages each, however there may be exceptions to this.

4.10.2. Most of the pages are portrait orientation and size 19cm x 27 cm (which is slightly smaller than A4).  

4.10.3. 99% of the files also contain a drawing, which is folded and in the back of the file.  These drawings are on non-standard size paper, some are on paper that falls between A4 & A3 size; others are on larger paper closer to A1 in size.

4.11. Available Contracting Authority Resources

4.11.1. Two NMP staff and the NMP manager will assist with the retrieval and return of files stored at height.  The NMP manager, or NMP supervisor, will be responsible for making final decisions about scanning of specs when the condition of the documents raises concerns about its suitability for scanning.

4.11.2. An IT person, based at Concept House, will be available to provide technical help and support throughout the period of the any subsequent contract.

4.12. Security Requirements

4.12.1. The physical documents are a unique collection and therefore need to be protected from loss or further damage.  As such any successful Tenderer will be required to put in place arrangements to safeguard these documents.  

4.12.2. There will also need to be a defined procedure for safeguarding files from damage.
4.13. PDF Image – File Name Requirements

4.13.1. The Contracting Authority will require that any successful Tenderer names the scanned output into a format that will allow easy transfer to Contracting Authority systems.

4.13.2. The number format that the Contracting Authority requires the scanned outputs to be indexed in is internationally agreed and the generic format of the complete patent number should be – GBYYYYNNNNNA. 

4.13.3. This number is broken down into the following four elements::

i. GB - should always precede the number; 

ii. YYYY - there is then a four digit year (e.g. 1899); 

iii. NNNNN - then a five digit (consecutive) number, where the number is less than 10000 the number must always be composed of five digits using leading zeros to achieve this.  (e.g. 09999, 00647, 00017, 00001);

iv. A - Finally the document type will always be depicted by a capital 'A'.

4.13.4. Therefore examples of acceptable number formats would be:

i. GB189912366A; 
ii. GB189800411A;

iii. GB170000012A. 
4.14. Image Format 

4.14.1. The Contracting Authority anticipates that the scanned images described in paragraph 4.13 above should be supplied in PDF-A format.  However, the Contracting Authority will expect the successful Tenderers to advise on the most appropriate version of PDF-A so that the images can be used for the purposes described in paragraphs 4.3.2.  

4.14.2. The majority of scans will need to be scanned at 300 dpi. However, the oldest and most detailed images may require scanning at 600 dpi.

4.15. Page Sizes Within The Image

4.15.1. Tenderers should note the collection of documents to be scanned is comprised of various document sizes, ranging in some instances from A0 to A4.

4.15.2. It is the expectation of the Contracting Authority that these will be scanned and stored in such a way that the Contracting Authority will be able to print them in their original sizes. I.e. the single PDF image that is created will contain the relevant page sizes between A0 and A5 as necessary to allow the Contracting Authority to easily print them.

5. PART A – ORGANISATION AND CONTACT DETAILS
5.1. Provider Details
5.1.1. Full name of organisation tendering (or of the organisation acting as lead contact where a consortium bid is being submitted):
	i. Company Name
	Click here to enter text

	ii. Address
	Click here to enter text

	iii. Town/City
	Click here to enter text

	iv. Postcode
	Click here to enter text

	v. Country
	Click here to enter text

	vi. Website
	Click here to enter text


5.2. Contact Details

5.2.1. Name, position, telephone number and e-mail address of main contact for this project(See paragraph 3.11 above):

	i. Name
	Click here to enter text

	ii. Address
	Click here to enter text

	iii. Position
	Click here to enter text

	iv. Telephone Number
	Click here to enter text

	v. Mobile Number
	Click here to enter text

	vi. Fax Number
	Click here to enter text

	vii. E-mail
	Click here to enter text


5.3. Legal Status

5.3.1. Current legal status of the Potential Provider (e.g. partnership, private limited company, etc.)
	Please

tick one box

	i. Sole Trader
	

	ii. Limited Liability Partnership
	

	iii. Other Partnership
	

	iv. Public Limited Company
	

	v. Private Limited Company
	

	vi. Other (please state)
	Click here to enter text


5.4. Company Registration Details
5.4.1. Date and place of formation of the Potential Provider, registration under the Companies Act, please provide copies of Certificate of Incorporation and any changes of name, registered office and principal place of business

	i. Date of formation
	Click here to enter text

	ii. Place of formation
	Click here to enter text

	iii. Date of registration
	Click here to enter text

	iv. Registration number
	Click here to enter text

	v. Registered Office address
	Click here to enter text

	vi. VAT registration number
	Click here to enter text

	vii. Name of immediate parent company
	Click here to enter text

	viii. Name of ultimate parent company
	Click here to enter text

	ix. Brief Description of the Potential Provider’s primary business and main products and services
	Click here to enter text


5.5. Consortia and Sub-Contracting Arrangements
5.5.1. Please provide the following information regarding any Consortia or Sub-Contracting Arrangements by choosing one of the following options that represents how your organisation would tender for this requirement:
	i. Your organisation is bidding to provide the goods and/or services required itself 
	

	ii. Your organisation is bidding in the role of Prime Contractor and intends to use third parties to provide some of the goods and/or services 
	

	iii. The Potential Supplier is a consortium or Special Purpose Vehicle 
	

	If your answer is (b) or (c) please indicate in a separate annex (by inserting the relevant company/organisation name) the composition and governance of the supply chain, indicating which member of the supply chain will be responsible for the elements of the requirement. 


5.6. Registration With Professional Body - For Completion By Non-Uk Businesses Only 
5.6.1. Please provide the following details with regards your registration(s) with relevant professional bodies:

	i. Is your business registered with the appropriate trade or professional register(s) in the EU member state where it is established (as set out in Annexes IX A-C of Directive 2004/18/EC) under the conditions laid down by that member state). 


	 FORMDROPDOWN 


	ii. Is it a legal requirement in the State where you are established for you to be licensed or a member of a relevant organisation in order to provide the requirement in this procurement? If yes, please provide details of what is required and confirm that you have complied with this. 
	Click here to enter text


6. Grounds For Mandatory Rejection
6.1. Circumstances For Rejection
6.1.1. In some circumstances the Authority is required by law to exclude you from participating further in a procurement. If you cannot answer ‘no’ to every question in this section it is very unlikely that your application will be accepted, and you should contact us for advice before completing this form.

6.1.2. Please state ‘Yes’ or ‘No’ to each question:

	Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences? 
	Answer

	i. conspiracy within the meaning of section 1 or 1A of the Criminal Law Act 1977 or article 9 or 9A of the Criminal Attempts and Conspiracy (Northern Ireland) Order 1983 where that conspiracy relates to participation in a criminal organisation as defined in Article 2 of Council Framework Decision 2008/841/JHA; 


	 FORMDROPDOWN 


	ii. corruption within the meaning of section 1(2) of the Public Bodies Corrupt Practices Act 1889 or section 1 of the Prevention of Corruption Act 1906; where the offence relates to active corruption;
	 FORMDROPDOWN 


	iii. the offence of bribery, where the offence relates to active corruption; 
	 FORMDROPDOWN 


	iv. bribery within the meaning of section 1 or 6 of the Bribery Act 2010; 
	 FORMDROPDOWN 


	v. fraud, where the offence relates to fraud affecting the European Communities’ financial interests as defined by Article 1 of the Convention on the protection of the financial interests of the European Communities, within the meaning of: 
	 FORMDROPDOWN 


	· the offence of cheating the Revenue; 
	 FORMDROPDOWN 


	· the offence of conspiracy to defraud; 
	 FORMDROPDOWN 


	· fraud or theft within the meaning of the Theft Act 1968, the Theft Act (Northern Ireland) 1969, the Theft Act 1978 or the Theft (Northern Ireland) Order 1978; 
	 FORMDROPDOWN 


	· fraudulent trading within the meaning of section 458 of the Companies Act 1985, article 451 of the Companies (Northern Ireland) Order 1986 or section 993 of the Companies Act 2006; 
	 FORMDROPDOWN 


	· fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994; 
	 FORMDROPDOWN 


	· an offence in connection with taxation in the European Union within the meaning of section 71 of the Criminal Justice Act 1993; 
	 FORMDROPDOWN 


	· destroying, defacing or concealing of documents or procuring the execution of a valuable security within the meaning of section 20 of the Theft Act 1968 or section 19 of the Theft Act (Northern Ireland) 1969; 
	 FORMDROPDOWN 


	· fraud within the meaning of section 2, 3 or 4 of the Fraud Act 2006; or 
	 FORMDROPDOWN 


	· making, adapting, supplying or offering to supply articles for use in frauds within the meaning of section 7 of the Fraud Act 2006; 
	 FORMDROPDOWN 


	vi. money laundering within the meaning of section 340(11) of the Proceeds of Crime Act 2002; 
	 FORMDROPDOWN 


	vii. an offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996; or 
	 FORMDROPDOWN 


	viii. an offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994; or 
	 FORMDROPDOWN 


	ix. any other offence within the meaning of Article 45(1) of Directive 2004/18/EC as defined by the national law of any relevant State. 
	 FORMDROPDOWN 



7. Grounds For Discretionary Rejection

7.1. Circumstances For Rejection

7.1.1. The Authority is entitled to exclude you from consideration if any of the following apply but may decide to allow you to proceed further. If you cannot answer ‘no’ to every question it is possible that your application might not be accepted. In the event that any of the following do apply, please set out (in a separate Annex) full details of the relevant incident and any remedial action taken subsequently. 
7.1.2. The information provided will be taken into account by the Authority in considering whether or not you will be able to proceed any further in respect of this procurement exercise. 

7.1.3. The Authority is also entitled to exclude you in the event you are guilty of serious misrepresentation in providing any information referred to within regulation 23, 24, 25, 26 or 27 of the Public Contracts Regulations 2006 or you fail to provide any such information requested by us. 

7.1.4. Please state ‘Yes’ or ‘No’ to each question.
	Is any of the following true of your organisation? 
	Answer

	i. being an individual is a person in respect of whom a debt relief order has been made or is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order or a debt relief 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, or article 242 of the Insolvency (Northern Ireland) Order 1989, 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; 
	 FORMDROPDOWN 


	ii. 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; or 
	 FORMDROPDOWN 


	iii. being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002 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 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 similar procedures under the law of any other state? 
	 FORMDROPDOWN 


	Has your organisation

	iv. been convicted of a criminal offence relating to the conduct of your business or profession; 
	 FORMDROPDOWN 


	v. committed an act of grave misconduct in the course of your business or profession; 
	 FORMDROPDOWN 


	vi. failed to fulfil 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 you are established; or 
	 FORMDROPDOWN 


	vii. failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established? 
	 FORMDROPDOWN 



8. PART D – Economic and Financial Standing Regulation 24
8.1. Financial Information
8.1.1. Potential Supplier’s responses to this section will be used to undertake an assessment of your organisation’s economic and financial standing. 
8.1.2. You will be contacted by the Authority if this assessment identifies that a parent or other type of guarantee is required.
8.1.3. Please provide one of the following set out below:
	Please indicate which one by ticking the relevant box

	i. A copy of your audited accounts for the most recent two years 
	

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

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

	iv. Alternative means of demonstrating financial status if trading for less than a year 
	


9. PART E -  Technical and Professional Ability Regulation 25
9.1. Assessment Of Your Organisation’s Technical And Professional Ability
9.1.1. Responses to this section will be used to undertake an assessment of your organisation’s technical and professional ability to provide the goods/services.

9.1.2. Where the Potential Supplier is a Special Purpose Vehicle and not intending to be the main provider of the goods or services, the information requested should be provided in respect of the principal intended provider of the goods or services.
9.2. Staff Numbers & Facilities
9.2.1. Please provide details of the number of staff currently involved directly in the provision of similar requirements to those outlined in Section 4 above, and the equipment and facilities you have available that would potentially be used to meet these requirements. 
	Permanent staff numbers 
	Temporary or third party staff numbers
	Equipment & facilities available that would be used for the fulfilment of this contract. This should include a description of their availability to meet the required timescales for delivery stated in Section 4 above.

	Click here to enter text
	Click here to enter text
	Click here to enter text


9.3. Performance Of Similar Contracts

9.3.1. Please provide details of three major recent public or private sector contracts that the Potential Provider (but not any envisaged supply chain member (sub-contractor) has been awarded for the provision of requirements similar to those outlined in Section 4 above. 
9.3.2. The provider must include an explanation of why they believe the requirements are similar to those listed in Section 4 above.

9.3.3. The Contracting Authority reserves the right to contact any or all of these companies for a reference and may wish to visit their premises.  Potential providers should ensure that companies listed would be willing to provide a reference for them and be willing to discuss the Potential Provider’s performance with the Contracting Authority. 
x. Example 1

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



xi. Example 2:

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



xii. Example 3

	Customer name and address

	Click here to enter text

	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



9.4. Digitisation of Historic Archive Material
9.4.1. Potential Providers should provide up to 3 examples of specifically digitising historic and/or archive material that is in a similar condition to the documents described in Section 4 above. This may include evidence of some or all of the following:

xiii. Scanning aged documents of varying shapes and sizes;

xiv. Scanning aged documents of varying conditions;
xv. Converting documents of varying shapes and sizes into single images;
xvi. Scanning documents to beyond 300dpi;

xvii. Indexing documents to specific and bespoke customer standards.
xviii. Example 1

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of which of the above elements the contract related to, and what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text.


	Names of supply chain members (sub -contractors) and/ or consortium members and their role

	Click here to enter text.



xix. Example 2:

	Customer name and address

	Click here to enter text.


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of which of the above elements the contract related to, and what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub -contractors) and/ or consortium members and their role

	Click here to enter text



xx. Example 3

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of which of the above elements the contract related to, and what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub -contractors) and/ or consortium members and their role

	Click here to enter text



9.5. Safeguarding of Valuable Documentation
9.5.1. As described in Section 4 above the documents to be scanned as part of this requirement are a unique set of documents and as such their safety and security will need to be ensured. 
9.5.2. As such Potential Providers should provide up to 3 examples of contracts where part of the requirements was to ensure the safety of the collection.
9.5.3. This may specifically include, but is not limited to:
xxi. Procedures that were employed to ensure the safety of documents whilst being scanned;
xxii. Procedures that were employed to ensure the safety of the documents whilst in transit;
xxiii. Facilities and methods used to ensure the safety of the documents whilst in storage.
xxiv. Example 1
	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Description of procedures employed

	Click here to enter text



xxv. Example 2

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Description of procedures employed

	Click here to enter text.



xxvi. Example 3
	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text.


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Description of procedures employed

	Click here to enter text



9.6. OCR Scanning – Potential Requirement
9.6.1. Potential Providers may detail up to 3 examples they have of performing contracts that included OCR Scanning, and include a description of the nature of the work involved. 
9.6.2. As stated above in Section 4 this is a potential requirement and the Contracting Authority will not decide whether to proceed with this until the Invitation to Tender stage of this process. 
9.6.3. Potential Providers who are unable to provide responses to this question will not be automatically excluded from this process as a result.
xxvii. Example 1

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



xxviii. Example 2

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



xxix. Example 3

	Customer name and address

	Click here to enter text


	Contact name, telephone number and email address


	Click here to enter text


	Date contract awarded plus, start and finish dates



	Click here to enter text


	Contract reference and brief description of requirements undertaken (and value of contract). Including an explanation of what similarities the Provider feels exist between the example provided and the requirements listed at Section 4 above.

	Click here to enter text.


	Names of supply chain members (sub-contractors) and/ or consortium members and their role

	Click here to enter text



10. PART E – ADDITIONAL PROJECT SPECIFIC QUESTIONS

10.1. Quality Assurance

10.1.1. Please provide details of any Quality Assurance systems operated by the Potential Provider, both internally and externally through the supply chain.

	i. QA Systems (300 words or fewer) 

	Click here to enter text


10.2. Internal Controls

10.2.1. Please describe the internal controls used by the Potential Provider to manage the delivery of this type of service to ensure that the requirements are met fully in terms of quality and timely delivery.

	i. Internal Controls (300 words or fewer) 

	Click here to enter text


10.3. Quality Assurance Certification

10.3.1. Please provide details of any quality assurance certification relevant to provision of the services as set out in Section 4 above that the Potential Provider and any envisaged supply chain member (sub-contractor) or consortium member holds e.g. IS0 9001:2000 or equivalent standard. Please include a copy of relevant certificates. 

10.3.2. Please provide details of any quality assurance certification relevant to provision of the services listed in Section 4 above for which the Potential Provider and any envisaged supply chain member (sub-contractor) or consortium member has applied.

	i. Details of quality assurance certification which have been applied for (300 words or fewer)
Either insert required details or state “None” 

	Click here to enter text


11. PART F – CHECKLIST OF ATTACHMENTS
11.1. Response Documentation
11.1.1. Please ensure that the following attachments are included within your response: 

	Document


	Applicable Question
	Included

	Certificate of Incorporation


	5.4.1 above
	 FORMDROPDOWN 


	Consortia and Sub-Contracting Information

	5.5.1 above
	 FORMDROPDOWN 


	Grounds For Discretionary Rejection 
	7.1.1 above
	 FORMDROPDOWN 


	Financial Information


	8.1.3 above
	 FORMDROPDOWN 


	[ISO 9001 Certificate or equivalent]


	10.3 above
	 FORMDROPDOWN 



	I declare that to the best of my knowledge the answers submitted in this PQQ are correct. I understand that the information will be used in the process to assess my organisation’s suitability to be invited to tender for the Authority’s requirement and I am signing on behalf of my organisation. I understand that the Contracting Authority may reject this PQQ if there is a failure to answer all relevant questions fully or if I provide false/misleading information 

	Form Completed By


	Name
	Click here to enter text.

	Signed
	

	Position


	Click here to enter text

	Date


	Click here to enter text
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