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Section 1 - Your Organisation
This form is available electronically.  It is not intended to be hand-written into, but if you do, please write clearly in black ink (block capitals/print) or type.  Please complete all sections, adding information appropriately using Arial font size 11 wherever indicated. 
	1.1  Name and legal status of your organisation including as applicable
i)  Registered name and address of the company.
ii)  Trading name and address of the company.
iii)  Group name (if applicable).

	1.2 Contractor’s registration or legal entity and number:

	1.3  Details of parent/subsidiary companies:

	1.4  Name of the main contact (the person we should contact):

	1.5  Telephone Numbers:
Day:

Evening:
Mobile:

Other:



	1.6 What is the best time to contact you?

	1.7  Fax Number:

	1.8  E-mail Address:

	1.9  From the list below, indicate the type of activity which best describes your organisation’s trading activity:

· Private Training Provider

· Private Sector Employer

· Small Business Service

· Voluntary/Community Organisation

· Work-based Learning Provider

· Other Private sector organisation – please detail below
· Other Public sector organisation – please detail below
· Other – please detail below



Section 2 - Technical Capacity
Before we make funding available, we need to check to confirm that you can meet the terms of the contract.  Where possible we will work with you to help you to overcome any shortfalls you may highlight.  Please complete all sections, adding information appropriately wherever indicated.

	2.1  Insurance
Evidence of relevant insurance including professional risk indemnity, employers and public liability (state which are held)

	2.2  Data Protection and Confidentiality

Your staff will be expected to understand and comply with the Data Protection Act and our Code of Practice for Information Sharing, which includes client confidentiality.  Please contact us for a copy of the Code of Practice.  Please state if you have a policy in place and how your organisation meets the requirements listed.

	2.3  CRB Checks 
It is a requirement that all staff delivering activ8 services are enhanced CRB checked.  Please state if you have these checks in place and how your organisation will meet this requirement.



Section 3 - Delivery Requirements

Before we make funding available, you need to confirm that you can meet the delivery requirements of the contract.  Please complete all sections, adding information appropriately wherever indicated.

	3.1  Proposed Service Description
With reference to the specification, please describe the services and activities you will be offering under this funding. (It is important that this section is fully completed).
Summarise your plan:

Plan of activities/tasks including dates:

Staffing:

Who will contribute and how; recruitment issues; training requirements etc.

Potential Risks Identified:

What could go wrong, what could the impact be and what contingency actions have you identified.




Section 4 - Capability

Before we make funding available, you will need to confirm that you have the capability to deliver the contract.  Please complete this section.
	4.1  Track Record
Your organisation’s track record in similar projects and activities for other similar organisations (including Connexions Staffordshire Ltd.), and the evaluation of the success of such projects.


Section 5 - Finance

Please complete all sections, adding information appropriately wherever indicated.

	5.1 What type of organisation are you (tick appropriately)?
· Company limited by guarantee
· Company limited by shares

· Community organisation

· Registered charity

· Other (please give details) 

	5.2 Statement of your overall turnover and the turnover in respect of the specific services to which this invitation to tender relates for the previous two/three years.

	5.3 Details of any County Court Judgements relating to your organisation.

	5.4 Has your organisation ever received European Social Funding (ESF) money or made an ESF application?
· Yes

· No

If yes, please give details:


	5.5   Project Budget

Please present your planned budget in the format specified below – payment will be made monthly in arrears.
June 2010
July 2010
August 2010
Sept 2010

Oct

2010

Nov 2010

Dec

2010
Total

Cost

Direct Delivery Costs

(e.g. staff costs)
Other Costs

e.g. Travel

Total Cost

Please note that your proposed budget must include VAT if appropriate.


	5.6 Are you in receipt of funding from other sources for this project (include other applications which are still pending)?
· Yes

· No

If yes, please give details:


5.7
Please provide your bank account details on letter headed paper and include:

Organisation’s Account Name

Bank/Building Society Name

Bank/Building Society Address

Sort Code

Account Number
Building Society Roll Number (if applicable)

Section 6 – Certification

I confirm that:

1)
the answers on this form are, to the best of my knowledge, correct;
2)
My organisation has agreed to this tender application and

3)
I am aware that more information may be required (eg, bank statements and quotations, invoices etc) should the project be successful.
Signed


Full name in capitals


Position in organisation


Date


Section 9 - Appeals Process

The following flow diagram shows the steps you can take to appeal against the commissioning panel should your project not be successfully selected:

If you are still not satisfied make a second appeal in writing to the Chief Executive.  Outline the points on which you disagree and on which you base your appeal.





Response in writing from the Assistant Chief Executive – Finance  within 10 working days and will uphold or overturn the decision.





If you are still unhappy you can appeal to the Connexions Staffordshire Ltd. Board of Directors whose decision is final.





Chief Executive will respond in writing within 10 working days and will uphold or overturn the decision.





Appeal in writing to the Assistant Chief Executive – Finance, outlining the reasons on which you base your appeal
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