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Notes for applicants
The purpose of this questionnaire is to assist Wales Council for Voluntary Action (WCVA) in compiling an ‘approved supplier list’ for the Engagement Gateway project
The pre qualification questionnaire (PQQ) is the first stage in the process in applying for funding from the Engagement Gateway.
Organisations that are successful at this stage of the process will be invited to tender for work under the Engagement Gateway. Further opportunities to apply to become an approved supplier will be open periodically.

Please answer every question.  If the question does not apply to you, please explain why.

Full guidance notes on completing the PQQ are enclosed. It is ESSENTIAL that you read the guidelines closely and use them to assist you in completing the form. They contain information about the process, how to submit the PQQ, as well as additional notes on each question.  
Please return the completed PQQ to:

The Engagement Gateway, WCVA, Baltic House, Mount Stuart Square, Cardiff CF10 5FH 
Not later than: 12 noon, Friday 15 May 2009
Confirmation of receipt will usually be acknowledged by email

Please confirm email address for this purpose: ____________________________
If you have any queries about this form please contact:

The Engagement Gateway, WCVA, Baltic House, Mount Stuart Square, Cardiff CF10 5FH
Phone
: 029 2043 1700




Email: gatewaypqq@wcva.org.uk 
The following documents should be submitted alongside the PQQ where relevant. Please ( to confirm which of the following have been enclosed:

	(
	Governing document, e.g signed copy of the constitution 

	(
	Additional details re partnership or sole-trader as per page 4 

	(
	Full audited accounts for last financial year

	(
	Management accounts for current financial year (if required – see guidance on page 7)

	(
	Forecast of income and expenditure – current year (if required – see guidance on page 7)

	(
	Additional accounts information (re legal proceedings etc) see guidance on page 7

	(
	Staffing structure chart 

	(
	Organisational structure chart (where subsidiaries)

	(
	Additional information re references – as per page 9 of guidance notes

	(
	Policies (as indicated ‘Yes’ on page 13)


	Ref: 

For office use only

	


1. Organisation contact details

	Name of organisation


	

	Address


	

	County
	

	Postcode
	

	Country
	

	Website
	


2. Main contact(s) details – please refer to page 6 of the PQQ guidance notes
	Name of contact (s)


	

	Position


	

	Telephone number(s)
	

	Fax number
	

	Email
	


3. Current legal status of the organisation – please tick.  Please provide an organisational structure chart if appropriate (ie where there are subsidiaries). 

Please refer to page 6 of the PQQ guidance notes
	Registered Charity
	

	Unincorporated association
	

	Company limited by guarantee
	

	Community Interest Company
	

	Industrial & Provident Society 
	

	Public Limited Company
	

	Private Limited Company
	

	Sole Trader
	

	Partnership
	

	Other (please state)


	


4. If you are registered with the Charity Commission, Companies House, or other appropriate institution, please complete the following section. You should also enclose a copy of your constitution / memorandum and articles with this questionnaire.  Please tick the relevant box on page 2 for information enclosed.  
Please refer to page 6 of the PQQ guidance notes.
	Registration body /bodies
	
	

	Registration number/s


	
	

	Date of registration


	
	


5. If you are operating as a legal partnership or sole trader:

Please give the full names (including all forenames) of all partners; the year the organisation was formed; and details if you are a formal member of a larger trading group of other organisations. Please refer to page 6 of the PQQ guidance notes.

	Additional details attached – No / Yes 

Please delete as appropriate and tick relevant box on page 2


6. Please provide a copy of the full report and audited accounts for the last financial year period. 
	Full report with audited accounts supplied (Yes / No):
	

	To (year end date):
	


7. If the accounts you are submitting are for a year ended more than 12 months ago, please also enclose either the latest set of management accounts (the internal accounts you prepare for operating and managing your organisation) or the draft annual accounts for the most recent financial year.  Newly formed organisations should provide a forecast income and expenditure profile for the current year.

Please refer to page 7 of the PQQ guidance notes.

Please tick which type of financial information is being enclosed both in the box below and on page 2: 

And / or (please tick one box only):

	Draft accounts for last financial year
	

	Management accounts for current financial year
	

	Forecast of income and expenditure for current year (new organisations only)
	


8. Accounts Information – please refer to page 7 of the PQQ guidance notes.
	What was your annual income in your last financial year period?


	£
for year ending __/__/__

	What was your annual expenditure in your last financial year period?


	£

for year ending __/__/__

	VAT registration number (if registered)


	

	Has your organisation met the terms of its banking facilities and loan agreements (if any) during the past year?
	Yes / No 

	Has your organisation met all its obligations to pay its creditors and staff during the past year?
	Yes / No

	If you have answered ‘No’ to the questions above please give a brief explanation:




9. Aims and objectives – please refer to page 7 of the PQQ guidance notes.
	Please describe what your organisation does, when it was established, and briefly list its aims and objectives and area of benefit.  

	

	Please tell us about the people that carry out your organisation’s aims and objectives.  If your organisation has paid staff please show how many; how many people regularly volunteer; whether they are full time or part time.


	


10. Participant target groups – please tick the groups of people with whom you currently or actively plan to work.  Please refer to the PQQ guidance notes.
Please note that participants MUST be either economically inactive or registered unemployed.  The PQQ will be discounted if none of the relevant boxes are ticked.

	Economically inactive people
	Currently
	Future Plan

	Economically inactive people (e.g. in receipt of incapacity benefit)
	
	

	Young people not in Employment, Education or Training (NEET) or those at risk of becoming NEETs
	
	

	Women
	
	

	Black, Asian, and Minority Ethnic people
	
	

	Older people (50+)
	
	

	Lone parents
	
	

	People with a work limiting health condition and / or disability
	
	


	Unemployed people
	Currently
	Future Plan

	Unemployed people (e.g. in receipt of jobseekers allowance, people under formal notice of redundancy)
	
	

	Young people not in Employment, Education or Training (NEETs) or those at risk of becoming NEETS
	
	

	Women
	
	

	Black, Asian, and Minority Ethnic people
	
	

	Older people (50+)
	
	

	Lone parents
	
	

	People with a work limiting health condition and/ or disability
	
	


11. Geographical location – please tick the counties in which you currently work, or actively plan to work.  Please refer to page 8 of the PQQ guidance notes.
	County
	Currently


	Future Plan
	
	County
	Currently


	Future Plan

	Anglesey (Ynys Mon)
	
	
	
	Blaenau Gwent
	
	

	Bridgend
	
	
	
	Caerphilly
	
	

	Carmarthenshire
	
	
	
	Ceredigion
	
	

	Conwy
	
	
	
	Denbigshire
	
	

	Gwynedd
	
	
	
	Merthyr Tydfil
	
	

	Neath Port Talbot
	
	
	
	Pembrokeshire
	
	

	Rhondda Cynon Taf
	
	
	
	Swansea
	
	

	Torfaen
	
	
	
	All above areas
	
	


Engagement with people as above – Please refer to page 8 of the PQQ guidance notes.

	Please explain what experience you have of successfully engaging with and working with the groups of people ticked in question 10 and the areas ticked in question 11.
	


	Please explain briefly what you understand to be the needs of the groups of people ticked in the previous questions 10 or 11.

	


Community links.  A key role of the Engagement Gateway is to create a seamless service for individuals. It is important therefore that you work in partnership to refer people on and to take referrals from other organisations, and that you have systems in place to monitor and track the progress of the people you support.   
Please refer to page 8 of the PQQ guidance notes.

	Please describe the links to other organisations in the area(s) indicated that you could make or already have. 

This should include information about organisations referring people to you, as well as the links for you to refer people onto further activities.


	


	Please explain what support you have from the community /ies in which you propose to operate?


	


	Please explain what systems you could use, have used, or currently use, to monitor individuals’ progress and their progression to other activities?


	


12. Supporting WCVA’s mission:

	Please explain how you currently contribute, or plan to contribute to strengthening voluntary and community organisations in Wales?


	


13. The Engagement Gateway will be offering ‘Invitations to Tender’ to the approved supplier list under 3 levels of funding.  Please tick to indicate which level of contract value you would be interested in working to?  You may tick more than 1 box. Please refer to page 9 of the PQQ guidance notes. 
[I]
	Level 1
	Up to £25,000
	

	Level 2
	Between £25,000 and £75,000
	

	Level 3
	Between £75,000 and £150,000
	


14. References:

	Please provide details of two recent grants or contracts that are relevant to the Engagement Gateway. If you cannot provide two references, please explain why.

Please refer to page 9 of the PQQ guidance notes.

	
	Reference 1
	Reference 2

	Name of awarding organisation:


	
	

	Name of contact in awarding organisation:


	
	

	Contact telephone number:
	
	

	Date grant or contract awarded:
	
	

	Grant or contract reference number (if any) and brief description:


	
	

	Total grant or contract value:
	
	

	Date grant or contract was completed:


	
	

	Have you had any grants or contracts terminated for poor performance in the last three years, or any contracts where damages have been claimed by the organisation awarding the grant or contract?

If ‘yes’, please give brief details below:
	Yes  /  No

	


15. Please provide details of your current insurance cover:
	
	Value
	Policy Number

	*Employers liability:


	£
	

	*Public liability:


	£
	

	Other (please provide details):


	£
	


*WCVA would expect a minimum of £5 million cover.  If you do not have sufficient are you prepared to increase it to the minimum level?
	Yes
	No


Contract management:

Please refer to page 9 of the guidance notes.

	Please explain how you will ensure effective management of contracts:




	Do you have recognised quality management certification in place? If ‘Yes’ please give details:
	Yes / No

	


16. Please indicate below which policies have been formally adopted by your organisation: Please note that answering ‘No’ to any of these questions may discount you from the process, as those stated below are the minimum required.  Please tick the relevant box on page 2 to indicate which copy policies are enclosed.

Please refer to page 10 of the guidance notes.

Please delete as appropriate.

	Health and safety policy  


	Yes  /  No

	Equal opportunities policy 


	Yes  /  No

	Environmental policy 


	Yes  /  No

	Data protection policy 


	Yes  /  No

	If you have answered ‘No’ to the questions above please give a brief explanatory statement:




17. Do you have a Welsh language policy? 
Yes  /  No
Please delete as appropriate
If ‘Yes’, please tick the relevant box on page 2 to indicate which copy policy is enclosed.

If ‘No’ please explain how you currently provide for Welsh speakers:

	


Please refer to page 10 of the guidance notes.

18. Do any of the following statements apply to your organisation, or to (any of) the director(s) / partner(s) / proprietor(s)?  Please refer to page 10 of the guidance notes.

	Is in a state of bankruptcy, insolvency, compulsory winding up, receivership, composition with creditors, or subject to relevant proceedings
	    Yes / No

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


	    Yes / No

	Has committed an act of grave misconduct in the course of business


	    Yes / No

	Has not fulfilled obligations related to payment of social security contributions


	    Yes/ No

	Has not fulfilled obligations related to payments of taxes


	    Yes / No

	Is guilty of serious misrepresentation in supplying information


	    Yes / No

	Is not in possession of relevant licenses or membership of an appropriate organisation where required by law


	     Yes/ No

	If the answer to any of these is ‘Yes’ please give brief details below, including any remedial action taken.



	


Please detail any pending legal proceedings, outstanding claims, and any arbitration in which your organisation is involved, or has been in the last three years.

Not applicable  /  Details enclosed  Please delete as appropriate
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Data Protection Act 1998.  The information given will be entered and processed electronically by WCVA; the paper based forms will also be kept.  The information will be used by WCVA for administration purposes of the scheme stated and for the monitoring and promotion of the third sector in Wales.  Personal data is limited to contact names, position, address, telephone and other contact numbers, and organisation; it may be considered as sensitive personal data where the organisation is involved with matters relating to race, ethnic origins, politics, religions or similar beliefs, physical, mental health or sexual life.

Part or all of the information you provide us with will be held on computer.  This information will be used for the administration of the tendering and procurement process and for producing required statistics for WEFO and other partner organisations.  Copies of this information will be provided, when necessary to individuals and organisations that WCVA consults with during the process.

Contact details will only be disclosed to third parties for the purpose of audit unless prior permission is given in writing by you.

Please refer to page 8 of the PQQ guidance notes.

Please sign below to show that you agree to WCVA using your data in this way.

I agree to the above use of my data and I confirm that to the best of my knowledge and belief, all replies given on this application form are true and accurate.

	Signed by main contact
	


	Print name
	
	Date
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