What information should you include when completing a public sector PQQ?
Completing a public sector PQQ can be a daunting prospect, but a necessity if you want to supply services within this field. A public sector PQQ is generally split into five key areas with each area requiring some very specific responses in order to demonstrate your appropriateness to fulfil the tender specification.

The first area usually requires you to complete a general overview of your organisation, starting with basic information such as your company name and address and moving on to more specific details such as the legal status of the company, i.e. whether you are a sole trader, limited company or partnership, and your company registration number.

The next section will typically require you to provide details of the company’s financial situation. This will include providing annual turnover figures, details of your financial obligations and liabilities. You will have to answer questions concerning any bank loans you may have or whether you’ve defaulted on any payments.  You may also have to provide information on any insurance that you hold; most PQQs will expect you to have a good level of public liability insurance and they may ask for other insurances such as employer’s liability or professional indemnity. This section is required to assess your financial ability to fulfil the tender requirements.
Section three deals with contractual matters and specifically asking for evidence of failure to fulfil any previous contracts or if there are any legal proceedings or pending litigation that will prevent you from fulfilling the contract that you are bidding for. 

There may also be a section requesting details of your approach to quality, health and safety, equality and diversity and the environment. You will therefore need to provide information concerning any ISO standards that your organisation has achieved, and details of any relevant policies that you have implemented in relation to each area. It will be expected that as a minimum you hold an environmental policy, an equal opportunities policy and a quality management policy.
The final section of a public sector PQQ relates to your organisation’s technical capacity and experience in fulfilling contracts such as the one you are completing the PQQ for. Typically the PQQ will state some of the expected outcomes of the tender and will then ask you to provide evidence or contracts where you have delivered such an outcome or demonstrated the specified skills. When providing responses in this section of the form you should try to provide comprehensive answers that leave the reader in no doubt that you are capable of delivering the expected. Any examples that you utilise should be as recent as possible and preferably within similar areas of the public sector. For example if you are bidding to provide IT systems to an educational institution, you should try to provide evidence of delivering similar IT systems and also evidence of working within the education sector. There may be a limit on the number of projects or previous contracts that you can refer to in this section so choose wisely. You will also need to describe your staff and management structure to demonstrate exactly how these contracts and any future contracts were or will be fulfilled.
Having completed all of this information you will then be asked to sign a declaration stating that all of the information is correct; then all you have to do is a full proofread checking for spelling and grammar mistakes and accuracy in detail. Finally, you have to submit your PQQ following any instructions carefully and then sit back and wait for a response.
