University of the West of England – UWE/XXX/200X Tender – Supplier Appraisal
FORM OF TENDER

UNIVERSITY OF THE WEST OF ENGLAND, BRISTOL
Frenchay Campus, Coldharbour Lane, Bristol. BS16 1QY

SUPPLIER APPRAISAL FORM

UWE/XXX/200X Tender


Please complete all sections securely attaching any additional information required.

SECTION A

A.	SUPPLIER DETAILS

	Supplier Name:
	

	Supplier Address:
	

	

	Telephone Number:
	
	Fax Number:
	

	Address of Registered Office:
	

	

	Date of Incorporation:
	
	Web Site:
	

	Registered Number:
	
	VAT Number:
	

	Company Business:
	

	

	Do you accept Electronic Ordering?
	YES	|_|	NO	|_|

	If YES please provide brief details:
	

	

	




	Type of Company (tick the relevant box)
	Group Structure (tick the relevant box)

	Sole Ownership
	
	Ultimate Holding Company*
	

	Partnership
	
	Parent Company*
	

	Private Limited Company
	
	Associated Companies*
	

	Public Limited Company
	
	Subsidiary Companies*
	

	Other (please state)
	


* Details to be provided on separate sheet

Do you consider your company to be an ethnic minority business, which is defined by the Commission for Racial Equality as “a business 51% or more of which is owned by members of one or more ethnic minority groups, or, if there are few owners, where at least 50% of the owners are members of one or more ethnic minority groups”. For this purpose, ethnic minority means groups other than “white British”.

YES	|_|	NO	|_|



B.	SMALL & MEDIUM SIZE ENTERPRISES (SME’s)

As the Government has set targets for the amount of business that the public sector places with SME’s we need to be able to indentify if your business is an SME in accordance with the definition contained in sections 382 and 465 of the Companies Act 2006, i.e.

· A small company is one that has a turnover of not more that £6.5 million, a balance sheet total of not more than £3.26 million and not more than 50 employees.

· A medium sized company has a turnover of not more than £25.9 million, a balance sheet total of not more than £12.9 million and not more than 250 employees.

Based on the above definition how would you class your company?

	Micro <10 |_|
	Small <50 |_|
	Medium <250 |_|
	Large 250+ |_|
	Public Body |_|




C.	FINANCIAL

Please enclose a current statement of your accounts, a set of your last three years audited accounts and a copy of your most recent annual report.

Documents enclosed?	YES	|_|	NO	|_|

If no, please provide a statement of your turnover, profit & loss account and cash flow for the most recent year of trading

Documents enclosed?	YES	|_|	NO	|_|

Or, can you provide a statement of your cash flow forecast for the current year and a bank letter outlining the current cash and credit position.

YES	|_|	NO	|_|

	Name & Address of Banker:
	

	

	

	Name & Address of Auditor:
	

	

	




Within the last three years, has the company had to pay financial penalties, or had payment deducted from monies arising from failure to perform in accordance with contractual obligations?

YES	|_|	NO	|_|

Has the company had a contract (similar to that being sought in this tender) terminated during the last three years?
YES	|_|	NO	|_|

Has the company had a contract renewal refused for failure to perform to the terms of the contract during the last three years?
YES	|_|	NO	|_|



Has the company withdrawn from a contract prematurely during the last three years?

YES	|_|	NO	|_|

Has your organisation met all its obligations to pay its creditors and staff during the past year?

YES	|_|	NO	|_|

If the answer to any of the four above questions is yes, please provide details.


D.	PERSONNEL

Number of Employees 

	Management
	
	Administration
	

	Sales
	
	Stores/Distribution
	

	Finance
	
	Others (please state)
	

	Marketing
	
	
	

	TOTAL
	



Names of Key Personnel
	CEO/Managing Director:
	

	Sales/Marketing Director:
	

	Finance Director:
	



Please enclose a copy of an organisational chart for your company (and group if appropriate).

Details Attached?		YES	|_|	NO	|_|

E.	PREMISES

Please give the locations and size of your facilities, including any overseas:

	Location (town/ country)

	

	

	

	


Continue on separate sheet if required



F.	QUALITY

Please provide details of any quality assurance accreditation that your company holds eg, BS EN ISO 9001 or equivalent standard. If no accreditation held, please attach an outline of your quality assurance policy.
	

	



Please indicate which professional or trade bodies your organisation belongs to, including Occupational Safety groups.
	

	




G.	HEALTH & SAFETY

Is there a Health & Safety Policy in place at all relevant locations in the supply chain and is appropriate training provided?
YES	|_|	NO	|_|

Please provide a copy of your organisation’s Health and Safety at Work Policy (not the Policy Statement).

Are hazardous substances to be offered in the tender for which you are completing this questionnaire?
YES	|_|	NO	|_|

Are Product Safety Data sheets available?
YES	|_|	NO	|_|	 N/A	|_|
If yes, please attach copies.

Are all items supplied with a CE Mark?
YES	|_|	NO	|_|	 N/A	|_|

Are written risk assessments and method statements in place for areas of significant risk?

YES	|_|	NO	|_|	 N/A	|_|

How many accidents (that should be notified to the HSE) have you had in the last 3 years?
	



Have you had any enforcement notices or prosecutions by the Health & Safety Executive or Environment Agency (or similar bodies in countries in which you operate) in the past 3 years?

YES	|_|	NO	|_|
If yes, please provide details.
	

	



H.	ENVIRONMENT

Please provide details of any environmental accreditation e.g., IS014001, EMAS. If no accreditation held please provide details of your environmental policy.
	

	



Does your company produce a public document, which reviews your company’s recent environment performance?
YES	|_|	NO	|_|

What are the key environmental impacts of the products and services that you would offer and what action have you taken to minimise these?
	

	



What percentage of the goods required for this tender are manufactured from recycled materials?

………………%	 N/A	|_|



What percentage of the material content of the goods required for this tender are made from materials that can be recycled?
………………%	 N/A	|_|

What percentage of your packaging is made from recycled materials?

………………%	 N/A	|_|

Can your packaging be collected after delivery so that you can re-use or recycle?

YES	|_|	NO	|_|	 N/A	|_|

What are you doing to reduce the hazardous material content of the products supplied under this contract?
	

	



Are any of the products on this contract eco labelled?
YES	|_|	NO	|_|	 N/A	|_|
If yes, please state which ones
	

	



Which products on this contract require special disposal procedures? 
	

	



Please describe any special arrangements you have for waste disposal which ensure minimisation of environmental pollution (if none, state ‘none’).
	

	



Please describe any measures taken by your company to preserve or protect natural resources (if none, state ‘none’).
	

	





I.	CARBON MANAGEMENT

1) Does your company have a carbon management policy, if so please attach a copy.

If not please detail how your company will comply with the carbon reduction commitment (CRC)

(For further information see www.carbontrust.co.uk )

2) Please provide details of your carbon footprint for the last 2 years.

Year 20 _ _ 	______________ tonnes per unit *
Year 20 _ _ 	______________ tonnes per unit *

* Please confirm your unit of measurement


J.	INSURANCE

Please provide details of your organisation’s insurance protection in respect of:
	Policy
	Insurer
	
	Indemnity Value (£)

	Public Liability	
	
	
	

	Employer Liability
	
	
	

	Professional Indemnity Cover
	
	
	


Please include valid copies – where possible a min of £5 million preferred


K.	COURT ACTIONS

Are there any courts actions and/or industrial tribunal hearings (including environmental enforcements) outstanding against your organisation, including any findings of unlawful racial discrimination, equal pay, sex or disability? 
YES	|_|	NO	|_|
If so, please give details:
	

	



In the last three years has your organisation been the subject of any formal investigation, court action, industrial tribunals and/or environmental enforcements, including alleged unlawful discrimination in the employment field?
YES	|_|	NO	|_|
If so, please give details:
	

	



In the last 3 years has any contract with your organisation been terminated on grounds of you failure to comply with either or both of:

a) Legislation prohibiting discrimination, or
b) Contract conditions relating to equal opportunities in the provision of goods, facilities or services?

YES	|_|	NO	|_|



If yes, please provide details of each occasion and state the corrective action you have taken.
	

	



SECTION B


PRODUCTS/SERVICES

Please indicate in £ sterling your turnover for the past 2 years specifically in the supply of XXXXXXXX.
	2007/08    £
	
	2008/09    £
	



Please give details of the ranges of products you provide.
	

	



	Please indicate the normal lead-time from placing an order to delivery. 
	



CUSTOMERS

Please give details below of six current customer accounts you have where you provide XXXXXXX which have an annual income in excess of £40,000 (excluding VAT).  Please note that this information will be kept strictly confidential.

	Name and Address of Customer
	
Annual Value (£'s) of Business

	1
	

	
	

	
	

	2
	

	
	

	
	

	3
	

	
	

	
	

	4
	

	
	

	
	

	5
	

	
	

	
	

	6
	

	
	

	
	



ACCOUNT MANAGEMENT
Give details of the key staff who would manage any University account and their overall position in your organisation.
	

	

	

	

	

	



FAIR PAYMENT CHARTER

The University is committed to paying correctly rendered invoices on 30 day payment terms and to ensure the sustainability of our supply chains we are keen to ensure our significant suppliers adopt a similar policy.

Please confirm the following:

a)	Current payment terms _________ days
b)	Would you consider 30 day payment terms for your supply chain – connected to the University?

All suppliers  			YES / NO
SME & Local Suppliers		YES / NO
						Please delete as applicable

The Universities fair payment charter is available at:

http://www.uwe.ac.uk/finance/purchasing/supplierinfo/index.shtml


DECLARATION

Do you agree to abide by the contract under UWE standard Terms & Conditions (a copy is available on our website)?
YES	|_|	NO	|_|

I certify that the information provided in this questionnaire is to the best of my knowledge accurate.

	Signature:
	
	Date:
	

	Completed By:
	

	Position:
	




Contact Name for Further Correspondence and Information:

	Name:
	

	Position:
	

	Company Name:
	

	Address:
	

	

	

	Postcode:
	
	Email:
	

	Telephone:
	
	Fax:
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