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City, University of London Vendor Questionnaire 

(AUPO-CSRG06 format) 

The information you provide will only normally be shared with people involved in purchasing for Institutions within the UK Education Sector who have a relevant need to review the data for their organisations in relation to essential information gathering / distribution and legislation compliance. It should be noted however that such bodies may be required to disclose any information contained in any questionnaire in response to a Freedom of Information Act request, it cannot be guaranteed therefore that this data will not fall into the public domain.

By completing this document, the person completing it is confirming that the data entered is correct, to the best of their knowledge and that they are authorised to complete this document on behalf of their organisation. 

The answer format required is included for most questions. Please complete your answers only in the right hand column (please do not write or change in any way the left or middle columns – your answers will be evaluated against only the original questions, not any changes made to them). Where options are presented, please delete those which do not apply. 

	PLEASE COMPLETE ONLY REQUIRED SECTIONS & QUESTIONS
Not all sections of this questionnaire are required to be completed, please complete those sections as indicated in the column opposite OR AS ADVISED BY YOUR CONTACT AT CITY IF DIFFERENT.
	Completion Required?
	Questions to be completed on this occasion

	G – General Background Information 
	YES 
	G1 – G3, G4B & G4F

	F – Financial
	YES
	ALL

	H – Health & Safety 
	YES
	H4 – H6

	Q – Quality Assurance
	YES
	ALL

	D – Diversity & Equality General 
	YES
	ALL

	DH – Diversity & Equality High Relevance 
	YES
	ALL

	C – Corporate Responsibility 
	YES
	ALL

	E – Environmental 
	YES
	ALL (if for supply of services only, excluding E6- E11)

	W – WEEE Directive
	YES if for supply of goods, NO if for services only
	ALL

	R – RoHS Directive
	YES if for supply of goods, NO if for services only
	ALL

	V – Verification
	YES
	ALL

	Declaration
	YES
	ALL


	G
	GENERAL BACKGROUND INFORMATION
X
	X

	
	
	

	G1A
	Company Name (Registered and Trading if different)
	 

	G1B
	Date Established
	 

	G1D
	Company Registered Address
	 

	G1E
	Company Trading Address (if different)
	 

	G1F
	Telephone number (switchboard)
	 

	G1G
	Fax Number 
	 

	G1H
	Corporate Website Homepage Address
	 

	G1I
	Company Registration Number
	 

	G1J
	Company VAT Number
	 

	G1K
	D&B Code (if known)
	 

	GIL
	What is the legal status of your Organisation? (eg Sole Trader, Limited Liability Company, Public Liability Company, Charity, mutual, etc)
	 

	G1M
	How many employees does your organisation have? (approximately)
	 

	G2
	Is your organisation part of a commercial group, a subsidiary company or parent company or any other multi-legal-entity organisation?
	YES / NO 

	 
	If yes, please advise name of parent and/or child organisation/s
	 

	 
	If Yes, which of your employment policies are determined by you and which apply to all firms/organisations within the wider organisation structure? (All/None/list)
	 

	G3
	Is your organisation an ethnic minority business (50% 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)?

Please see http://www.cre.gov.uk/gdpract/em_cat_ew.html 
	YES / NO 

 

Not known as PLC/

Mutual /Charity

 

Do not wish to disclose (acceptable answer)

	G4
	Please complete the names of the key staff in your organisation below:
	

	G4A
	Managing Director or CEO
	

	G4B
	Sales Director
	

	G4C
	Financial Director
	

	G4D
	Technical Director
	

	G4E
	HR Director
	

	G4F
	Account Manager
	

	G4G
	Other Board Directors (pls state)
	

	
	
	X1

	F
	FINANCIAL INFORMATION 
	 

	F1
	Please provide your company’s financial data for the last three years.
	 

	F1A
	Year Ending (3 years ago) 
	Year: 

	F1B
	Turnover 3 Years Ago
	 

	F1C
	Net Profit (Loss) 3 Years Ago
	 

	F2A
	Year Ending (2 years ago) 
	Year: 

	F2B
	Turnover 2 Years Ago
	 

	F3C
	Net Profit (Loss) 2 Years Ago
	 

	F3A
	Year Ending (last full year) 
	Year: 

	F3B
	Turnover Last Full Year 
	 

	F3C
	Net Profit (Loss) Last Full Year
	 

	F4
	In the last full year, what proportion of your turnover refers to the supply of the goods / services which you now propose to supply to City?
	 

______%    

	 
	All payments from City are made under City standard payment terms via the BACS system, please therefore complete the following in order to ensure timely payment of invoices. Please ensure that your first invoice has these details included on the invoice for verification purposes.
	 

	F5
	Bank Name & Address
	 

	F6
	Sort Code
	 

	F7
	Account Number
	 

	
	X2
	X2

	H
	HEALTH & SAFETY 
	 

	H1A
	Are hazardous substances to be offered in the potential tender / tender for which you are completing this questionnaire?
	YES / NO 

	H1B
	Product Safety Data sheets available? 
	YES / NO  /  NOT APPLICABLE

IF YES, PLS  ATTACH COPIES

	H1C
	Product Assessment sheets available? 
	YES / NO  /  NOT APPLICABLE 

IF YES, PLS  ATTACH COPIES

	H2
	Which products require special disposal procedures?
	PLS STATE: 

 

DETAILS ENCLOSED /   NOT APPLICABLE

	H3
	Are all items of equipment supplied with a CE Mark?
	YES / NO  /  NOT APPLICABLE 

	H4
	Is there a Health and Safety Policy in place at all relevant locations in the supply chain and is appropriate training provided?
	YES / NO 

	H5
	Are written risk assessments and method statements in place for areas of significant risk?
	YES / NO 
IF YES, PLS  PROVIDE AN EXAMPLE 

	H6
	How many accidents (notifiable to the HSE) have you had in the last 3 years?
	 

	
	X3
	X3

	Q
	QUALITY ASSURANCE
	 

	Q1A
	Are your quality management systems for the manufacture and/or supply of goods or services in this tender certified to ISO9000?
	YES / NO

	Q1B
	Are your quality management systems for the manufacture and/or supply of goods or services in this tender certified to ISO9001?
	 YES / NO 

	Q1C
	Please state certifying body and certificate number 

(& attach a copy of the certificate)
	

	Q2
	If ISO9001 quality management systems are NOT in place in your organisation, are other quality assurance systems / processes in place in your organisation? 
	YES  / NO 
IF YES, PLS PROVIDE COPIES OF THOSE APPLICABLE.

	
	X4
	X4

	D
	DIVERSITY & EQUALITY - General Equality Information – all vendors

In order that we may make an assessment of your current Diversity & Equality status, please provide answers to the following questions. Please ensure that any supporting documentation is clearly marked with the name of the respondent and the number of the question to which the response refers.
	 

	D1
	Is it your policy as an employer to comply with your statutory obligations under the Equal Pay Act and also under relevant equality legislation not to discriminate on grounds of Disability, Sex, Sexual Orientation, Age, Religion or Belief, Colour, Nationality or Race under relevant UK legislation or equivalent legislation which applied in the countries in which your company employs staff
	YES / NO

	D2A
	In the last 3 years has any finding of unlawful discrimination in ANY field been made against your organisation by the Employment Tribunal, The Employment Appeal Tribunal or any court or in comparable proceedings in any other jurisdictions or has your organisation been the subject of formal investigation (which had a negative finding) by relevant authorities (such as the Commission for Racial Equality) on the grounds of alleged unlawful discrimination?

If the answer is Yes, please advise what the unlawful finding(s) was/were and what corrective actions have been taken by your Company as a result.

 
	YES / NO

 

IF YES, PLS  ATTACH DETAILS

	D3
	In the last three years has any contract with your organisation been terminated on grounds of your failure to comply with either or both of:

i)  Legislation prohibiting discrimination or  

ii) Contract conditions relating to equal opportunities in the provision of goods, facilities or services?  

If yes, provide details of each occasion and state the corrective action you have taken.
	YES / NO 

 

 

 

 

 

IF YES, PLS  ATTACH DETAILS

	
	X5
	X5

	DH
	DIVERSITY AND EQUALITY -  Additional questions for vendors / potential vendors offering goods and/or services that are deemed to be highly relevant in relation to diversity & equality legislation.

Note:  If you are a One Person Business (i.e. no employees except owner) then select OPB when given that option
	 

	DH1
	Is your approach to equality and diversity set out in:
	 

	DH1A
	Instructions to those concerned with recruitment, selection, remuneration, training and promotion? 
	YES / NO / OPB

	DH1B
	Documents available to employees, recognised trade unions or other representative groups of employees?  (e.g. induction, training, newsletters, web etc).
	YES / NO / OPB

	DH1C
	Recruitment advertisements or other literature?
	YES / NO / OPB

	DH2
	Are your staff with managerial responsibilities required to receive mandatory training on equal opportunities?
	YES / NO / OPB

	DH3
	Do you observe, as far as is possible, the relevant authorities (such as the Commission for Racial Equality's) Codes of Practice for Employment, or equivalent code of statutory guidance issued under equivalent legislation in another country, which gives practical guidance to employers and others on elimination of unlawful discrimination and the promotion of equality of opportunity in employment, including monitoring of workforce matters and steps that can be taken to encourage members of all parts of society to apply for jobs or take up training opportunities?

 

If yes, please supply evidence to support your answer.  Evidence may be examples or copies of documents such as your equality, diversity or equal opportunities in employment policy, documents containing instructions to staff, or outlining arrangements for advertisements, recruitment, selection, access to training, opportunities for promotion, copies of recruitment advertisements, extracts from staff handbooks, or other materials that demonstrate your organisations commitment to race equality. 

 
	YES / NO / OPB
 

 

IF YES, PLS  ATTACH DETAILS

	DH4
	Is it your practice NOT to discriminate directly or indirectly on grounds of Disability, Sex, Sexual Orientation, Age, Religion or Belief, Colour, Nationality or Race in the provision of goods, facilities or services to the public?
	YES / NO

	DH5A
	Do you have a process in place to allow for tailoring your offering of goods and services to meet the needs of different racial / social groups?
	YES   / NO / Not Applicable

	
	X6
	X6

	C
	CORPORATE RESPONSIBILITY

For City to improve its social performance it needs to give consideration to such issues when procuring goods, services and works from external suppliers.
	 

	
	Community
	

	C1
	Has your company developed a community investment strategy?
	 YES   / NO

	C2
	Does your organization undertake community investment programmes? 


	YES   / NO

	C3
	If yes, state the form of investment (e.g Cash, Staff time, Gifts in kind, Management time)?

	

	C4
	Has the development of your community investment strategy included a review of sourcing/purchasing, eg, local sourcing, sourcing from disadvantaged communities -  disabled, ethnic minorities etc


	YES   / NO

	
	Labour Rights in the Supply Chain.

The following questions are applicable to companies who have supply chains extending beyond developed countries.
	 

	C5
	Does your company have a supply chain policy (or similar policy) that requires your suppliers to uphold minimum commitments relating to labour standards which meet core ILO Conventions on Labour Rights? 

	YES   / NO 


	C6
	Do you monitor your suppliers’ operations/facilities to assess their compliance with your supply chain policy or directly with the ILO Conventions on Labour Rights
	YES   / NO

	C7
	If yes, state how you monitor
	

	C8
	Does your company have plans in place in the event that labour rights concerns are identified in your supply chain? 
	YES / NO

	
	X7
	X7

	E
	ENVIRONMENTAL
	 

	E1
	Do you operate to any environmental management standard (e.g. ISO14001 or equivalent)?
	YES   / NO 

	
	
	

	E2
	Certifying body & Certificate Number (& attach a copy of the certificate)
	 

	E3
	Is there an Environmental Policy in place?
	YES   / NO 

 

IF YES, PLS  ATTACH A COPY

	E4
	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, PLS PROVIDE DETAILS

	E5
	What are the key environmental impacts of the products and services that you would offer and what action have you taken to minimise these?
	 PLS PROVIDE DETAILS

	
	
	

	
	
	

	E6
	What percentage of the goods quoted for potential supply against any resulting contract are manufactured from re-cycled materials?
	______%  /    NOT APPLICABLE   

	E7
	What percentage of the material content of the goods quoted for potential supply against any resulting contract are made from materials that can be re-cycled?
	______%  /    NOT APPLICABLE  

	E8
	What percentage of your packaging is made from re-cycled materials?
	______%  /   NOT APPLICABLE  

	E9
	Can your packaging be collected after delivery so that you can re-use or recycle?
	YES  /   NO  /  NOT APPLICABLE  

	E10
	What are you doing to reduce the hazardous material content of the products supplied under this contract?
	 

	E11
	Are any of the products on this contract eco labelled? (if yes, please state which ones)
	YES  /   NO  /  NOT APPLICABLE  

	E12
	Describe any special arrangements you have for waste disposal which ensure minimisation of environmental pollution.  (If none, state ‘none’)
	DETAILS ENCLOSED /   NONE /

	
	
	NOT APPLICABLE 

	E13
	Describe any measures taken by your company to preserve or protect natural resources.  (If none, state ‘none’)
	DETAILS ENCLOSED /   NONE

	
	
	

	
	X8
	X8

	W
	WEEE Directives (Waste Electrical and Electronic Equipment EU Directives) Directive No. 200/96/EC
	 

	W1
	Describe what procedures your organisation has for the collection, handling, treatment and re-use of WEEE?  Responses should detail whether you have registered with the relevant environment agency or with one or more producer compliance schemes.
	DETAILS ENCLOSED /   NONE /
NOT APPLICABLE

	W2
	If your organisation has registered with the relevant environment agency as a producer of Waste Electronic and Electrical Equipment (WEEE) please provide details of your registration.
	REGISTRATION NUMBER:
 

DATE 

	W3
	If your organisation has joined one or more compliance scheme to fulfil its obligations under WEEE, please provide details of the scheme(s), including which organisation(s) is/are operating this/these on your behalf.
	DETAILS ENCLOSED / NONE /
NOT APPLICABLE 

	W4
	Please advise what information your organisation proposes to provide with regard to your products to assist with the reuse, recycling and recovery of types of new equipment in accordance with your obligations under WEEE and how will this information be provided to City?
	DETAILS ENCLOSED /   NONE /
NOT APPLICABLE 

	W5
	Please detail how your organisation selects its authorised treatment facility, if not a member of a compliance scheme.
	DETAILS ENCLOSED /   NONE /

NOT APPLICABLE

	W6
	Please detail your organisation’s approach to product design to facilitate reuse, recycling and recovery of WEEE, its components and materials, and provide relevant examples.
	DETAILS ENCLOSED /    NONE /

NOT APPLICABLE 

 

	
	X9
	X9

	R
	Restriction of Hazardous Substances in Electrical and Electronic Equipment  (ROHS) Directive (2002/95/EC)
	 

	R1
	Please detail how your organisation ensures that its products do not contain more than the maximum concentration value by weight in homogenous materials for lead, hexavelent chromium, mercury, polybrominated biphenyls, polybrominated diphenyl ethers and cadmium.
	DETAILS ENCLOSED / 

NOT APPLICABLE

 

	R2
	Please detail any of your products that relate to this tender that you consider would be exempt under the terms of the ROHS Directive.
	DETAILS ENCLOSED /  NONE /

NOT APPLICABLE

	R3
	Does your organisation import any ROHS products from outside of the EU? 
If yes, please detail how your organisation will ensure that any such products comply with the requirements of the ROHS.
	DETAILS ENCLOSED /    NONE /

NOT APPLICABLE

 

 

	R4
	Please detail how your organisation analyses products to ensure that you are meeting your obligations under ROHS.  
	DETAILS ENCLOSED /   NONE /

NOT APPLICABLE 

 

	
	X10
	X10

	V
	VERIFICATION - CORPORATE CUSTOMER REFERENCES 

Please provide the names and addresses of three major clients that you have supplied with the goods, works and / or services that you propose to bid to supply to City (that would be willing to provide you with a reference).
	 

	V1
	Reference 1: Company Name, Address, Tel & Fax Number, Contact Person Name and E-Mail Address
	 

	V2
	Reference 2: Company Name, Address, Tel & Fax Number, Contact Person Name and E-Mail Address
	 

	V3
	Reference 3: Company Name, Address, Tel & Fax Number, Contact Person Name and E-Mail Address
	 

	
	X11
	X11

	 

 

 

 

 

 

 

 

 

 

 

 

 

 
	Declaration

All the information provided in this document is complete, true & correct and I am authorised by relevant persons in my organisation to provide this information. 
	 

	
	Signature
	 

	
	Name 
	 

	
	Job Title 
	 

	
	Direct e-mail Address
	 

	
	Direct Phone Number
	 

	
	Direct Fax Number
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