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	A1.
	ORGANISATION DETAILS

	1.1 
	Full name of organisation

	
	

	1.2 
	Registered office address

	
	Address:

	
	Postcode:

	1.3 
	Companies house registration number

	1.4 
	

	1.5 
	VAT registration number

	
	

	1.6 
	PPON number (The number generated when registering to the Central Digital Platform)

	
	

	1.7 
	To the best of your knowledge, does any director or senior officer of your organisation have any personal or financial connection with any member or senior officer of the London Borough of Richmond Council? 
	YES / NO

	
	If yes, please provide details:


	2. 
	CONTACT DETAILS (for communications and correspondence)

	2.1 
	Main contact’s name, and position within the organisation:

	
	Name:
Position:

	2.2 
	Main contact’s telephone number:

	
	

	2.3 
	Main contact’s email address:

	
	


Pre-Selection Questionnaire (PSQ) with Mandatory Pass/Fail 
Criteria

Section 1: Company Details and Lot Confirmation 
	

	Please indicate below the lot(s) for which you are applying to bid.

	 – Existing Ice Cream Concession Contract, including: 

- Richmond Riverside
- Richmond Green
- Ham Street Car Park
- Buccleuch Gardens

☐       Lot 2 – Complementary Catering Concession at Richmond Riverside

☐       Both Lot 1 & 2 as above. 



Lot Confirmation

Section 2: Pass/Fail Service Requirements

The following questions set out the mandatory Pass/Fail requirements that Applicants must satisfy in order to progress to the next stage of the procurement process.

	Question Number 
	Requirement 
	Response

	1
	Financial Standing 	Comment by Nicola Steggles: You will need to add a section here or mention that if they wish to use a guarantor, they need to provide these details (ref 4.8 of the PSQ)

Applicants must upload their Profit & Loss Statements including company turnover from the most recent financial year. 
Applicants are requested to upload the abovementioned statement onto requirement 1.1 on the portal.
	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐


	1.1
	Guarantor (Parent Company)

Are you relying on a parent company to act as a guarantor?

Where the Applicant is relying on a guarantor (e.g. a parent company) to meet the minimum levels of financial standing it is bidding for, the Applicant must state this explicitly in its PSQ Response.

Guarantor Name:

Guarantor Reference:

Applicants must upload their Guarantor Profit & Loss Statements including company turnover from the most recent financial year. 

	Please tick this box if you are Relying on a Guarantor and to confirm that you have uploaded the required documents to the portal.


☐



	2
	Insurance

Please confirm whether you already have, or can commit to obtain, prior to the award of the contract, the levels of insurance cover indicated below:
 
1. Employer’s (Compulsory) Liability Insurance = £10,000,000.00
1. Public Liability Insurance = £5,000,000.00
1. Third Party Vehicle Insurance = £5,000,000.00
	Please tick the box to confirm compliant insurance levels

☐


	3
	Business Continuity Plan 

Applicants must provide a copy of your Business Continuity Plan.
Applicants are requested to upload the abovementioned document onto requirement 1.2 on the portal.

	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐

	4
	Vehicle Compliance Confirmation 

Applicants must provide details and specifications of all catering vehicles and equipment to be used in delivering the services, and confirm all equipment is fit for purpose, properly maintained and compliant with UK legislation and manufacturer guidance: 
1. Vehicle Registration details
1. ULEZ Compliance Certificate
Applicants are requested to upload the abovementioned details onto requirement 1.3 on the portal.
	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐

	5
	Food Hygiene Rating
Applicants must provide and upload their most recent Food Hygiene Rating.
Applicants are requested to upload the abovementioned details onto requirement 1.4 on the portal.
	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐

	6
	Legal Status and Trading Eligibility
Applicants must provide Self certification of being a legally constituted organisation, confirmation of ability to legally trade in the UK:
1. Confirmation that the tenderer is a legally constituted organisation (sole trader, partnership or limited company)
1. Confirmation that the tenderer is permitted to trade in the UK
Applicants are requested to upload the abovementioned certificates onto requirement 1.5 on the portal.
	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐

	7
	Provision of Soft Serve Ice Cream – ONLY APPLICABLE IF SUPPLIER IS APPLYING FOR LOT 1
Applicants must confirm that they will provide traditional Soft Serve ice cream as per the provision requirements.
	Please tick the box to confirm the provision of traditional soft serve ice cream

☐


	8
	Health, Safety and Compliance Management
Applicants must provide satisfactory evidence that required procedures and controls are in place for all areas listed: 
1. Food Safety/HACCP procedures.
1. Details of allergen management processes.
1. Equipment inspection and maintenance arrangements.
Applicants are requested to upload the abovementioned evidence onto requirement 1.6 on the portal.
	Please tick the box to indicate that you have uploaded the requirement to the portal.

☐

	9
	Declaration
I confirm that: 
- to the best of my knowledge the answers submitted, and information contained in this document are complete, accurate and not misleading.
-  upon request and without delay I will provide any additional information requested of us.
	Please tick the box to provide confirmation that you have read and understood the Declaration 

☐





Section 3: Experience Statements
Tenderers must demonstrate a proven and successful track record in delivering services comparable in scope and complexity to those required under this procurement. Accordingly, Tenderers are required to submit details of two (2) relevant contract examples, at least one (1) of which should have been delivered within the last three (3) years. The contracts presented should clearly align with, and be demonstrably relevant to, the Council’s requirements.
The contents of each contract example must not exceed 1,000 words. Tenderers are advised that the Council will not consider or evaluate any images, graphics, or other non‑textual materials submitted as part of the experience statements. Only written narrative information will be assessed.
These responses shall be evaluated in accordance with the criteria of Volume 1 – ITT Table 4 – PSQ Evaluation, paragraph 4.12.

Tenderers who do not provide such examples will be considered non-compliant with the Council’s requirements and will be rejected from the tender process at this stage. 

If you cannot provide at least one example of previous contracts that are relevant to the requirement, in no more than 1000 words, please provide an explanation for this and how you meet the conditions of participation relating to operational ability – e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

The Council reserves the right to cease evaluation of Section 3: Experience Statements where a Tenderer has failed any Pass/Fail requirement.


	Contract for the Provision Ice Cream and Catering Concessions


	Contract reference 1
	Organisation Name
	

	
	The start date, term and end date of the contract
	

	
	The annual and total value of the contract
	

	
	The scope / description of the contract 
	

	
	The relevance of the example contract compared to the Authorities’ requirements
	

	
	Referee name, position and contact details (email and phone)

	

	Contract reference 2
	Organisation Name
	

	
	The start date, term and end date of the contract
	

	
	The annual and total value of the contract
	

	
	The scope / description of the contract 
	

	
	The relevance of the example contract compared to the Authorities’ requirements
	

	
	Referee name, position and contact details (email and phone)
	

	Meeting conditions of participation
	If you cannot provide at least one example of previous contracts that are relevant to the requirement, in no more than 1000 words please provide an explanation for this and how you meet the conditions of participation relating to technical ability – e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	Response:
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