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Supplier Prequalification Questionnaire Template

[INSERT MINISTRY / ENTITY NAME]
[Insert Project Name]
[Insert Package Number]



Preparer Note: This Questionnaire is for the prequalification of suppliers by selecting the appropriate sections as needed to cover the scope of Services or Works for a Package. 

Contracts Specialist shall review the scope and define the requirements within this Questionnaire that are applicable and solicit department feedback on their relevant sections (Construction, Finance, Engineering, Health & Safety, Quality). 

The Evaluation Criteria shall be set against each section to determine an objective basis for the selection or non-selection of a Supplier.

Once drafted this Preparer Note shall be deleted from the Document before issuance of the Prequalification Questionnaire.
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[bookmark: _Toc495840449][bookmark: _Toc495840499][bookmark: _Toc497121459][bookmark: _Toc1652749]SECTION 1: GENERAL INFORMATION
Supplier shall complete the following general company information:
	INFORMATION REQUESTED
	SUPPLIER RESPONSE

	FULL NAME OF SUPPLIER:
	

	REGISTERED OFFICE ADDRESS:
	



	DATE OF REGISTRATION:
	

	KSA REGISTRATION NO.
	

	STATE MIN VALUE FOR BIDDING:
	

	STATE MAX VALUE FOR BIDDING:
	

	PUBLIC / PRIVATE COMPANY
	

	NOMINATED REPRESENTATIVE
	Name:
	

	
	Phone:
	

	
	Email:
	

	SUPPLIER STRUCTURE (confirm Structure)
	Corporation:
	|_| YES	|_| NO

	
	Subsidiary
	|_| YES	|_| NO

	
	Division
	|_| YES	|_| NO

	
	Joint Venture / Consortium
	|_| YES	|_| NO

	PARENT SUPPLIER DETAILS 
(If Applicable)
	Parent Supplier Name:
	

	
	Address:
	

	
	Contact Person:
	

	
	Phone No:
	

	NUMBER OF EMPLOYEES
	Total Employees
	

	
	Staff Management
	

	
	Engineers
	

	
	Procurement
	

	
	Manufacturing Engineers
	

	
	Manufacturing
	

	
	Quality Assurance Engineers
	

	
	Quality Control Inspectors
	

	
	Business Development/Sales
	

	
	Site Technical Service Representatives
	

	SHIPPING & LOGISTICS – SUPPLIER TO IDENTIFY TYPICAL LOGISTICS USE AND PROVIDERS USED FOR TRANSPORTATION OF MATERIALS TO JOBSITE
	Rail
	|_| YES	|_| NO
	Provided by:
	

	
	Truck
	|_| YES	|_| NO
	Provided by:
	

	
	Sea
	|_| YES	|_| NO
	Provided by:
	

	
	Air
	|_| YES	|_| NO
	Provided by:
	



[bookmark: _Toc1652750]SECTION 2: FINANCIAL INFORMATION
Supplier to complete required information and provide the last three (3) years of audited Annual Financial Statements, if Supplier plans on Prequalification on basis of a Joint Venture, Consortium or Partnership, then each of the individual entities associated shall complete the table below:

	INFORMATION REQUESTED
	SUPPLIER RESPONSE

	PRESENT NET WORTH
	SAR

	ANNUAL SALES VOLUME (related to classification for this package)
	2017
	SAR
	

	
	2016
	SAR
	

	
	2015
	SAR
	

	BANKING REFERENCE
	Name
	

	
	Position
	

	
	Phone Number
	

	PERFORMANCE BOND
	Can you furnish a Performance Bond (State “YES” or “NO”)
	|_| YES	|_| NO

	
	State Maximum Value Available
	

	
	Surety Provider
	

	
	Contact Person
	

	
	Contact Phone Number
	

	BANK GUARANTEE / LETTER OF CREDIT
	Can you furnish a Guarantee / Letter of Credit 
	|_| YES	|_| NO

	
	State Maximum Value Available
	

	
	Name of Bank
	

	
	Contact Person
	

	
	Contact Phone Number
	

	CAN YOU PROVIDE LAST THREE (3) YEARS OF ANNUAL FINANCIAL REPORT. (Provide copies with this submission)
	2016
	|_| YES	|_| NO	|_| Not Available

	
	2015
	|_| YES	|_| NO	|_| Not Available

	
	2014
	|_| YES	|_| NO	|_| Not Available

	
	If Not Available State Reason
	




[bookmark: _Toc495840451][bookmark: _Toc495840501][bookmark: _Toc497121461][bookmark: _Toc1652751]SECTION 3: ORGANIZATION CHART
Supplier to provide the following documents relative to the company and project structures and attach to its submission:

1. Current Organization Chart (for Supplier registering for this Package)

2. Sample of a typical Project Organization (of similar scope and size to this Package)


Supplier to provide the following names and resumes of Key Personnel that would have executive accountability and oversight for this Project:

			KEY PERSONNEL
	SUPPLIER RESPONSE

	DIRECTOR (SPONSOR)
	

	REGIONAL MANAGER (if applicable)
	

	QUALITY MANAGER
	

	HEALTH, SAFETY, SECURITY, & ENVIROMENTAL MANAGER
	

	CONSTRUCTION MANAGER
	

	ENGINEERING DESIGN MANAGER
	



Resumes are to be attached to this submission for prequalification


[bookmark: _Toc495840452][bookmark: _Toc495840502][bookmark: _Toc497121462][bookmark: _Toc1652752]SECTION 4: CERTIFICATIONS & LICENSES
Supplier to complete below relative to its licenses and certifications, copies are to be provided as part of the submission:

	INFORMATION REQUESTED
	SUPPLIER RESPONSE

	INDUSTRY ACCREDITATIONS
	ASME
	

	
	API
	

	
	TEMA
	

	
	Other
	

	ISO CERTIFICATIONS
	ISO:9001
	

	
	ISO:18001
	

	
	ISO:14001
	







[bookmark: _Toc495840453][bookmark: _Toc495840503][bookmark: _Toc497121463][bookmark: _Toc1652753]SECTION 5: HEALTH & SAFETY QUESTIONNAIRE

Part A - Incident History  
Please complete the number of incidents, days lost and hours worked for the current year and the previous 3 years
	Category
	Current Year
	2016
	2015
	2014

	FATALITIES
	     
	     
	     
	     

	LOST WORKDAY CASE
	     
	     
	     
	     

	DAYS LOST (ADD 220 DAYS FOR A FATALITY)
	     
	     
	     
	     

	RESTRICTED WORKDAY 
	     
	     
	     
	     

	MEDICAL TREATMENT ONLY
	     
	     
	     
	     

	FIRST AID TREATMENT ONLY
	     
	     
	     
	     

	EQUIPMENT DAMAGE 
	     
	     
	     
	     

	NEAR MISS 
	     
	     
	     
	     

	ENVIRONMENTAL DAMAGE 
	     
	     
	     
	     

	HOURS WORKED 
	     
	     
	     
	     



	HAVE THERE BEEN ANY WORK-RELATED FATALITIES IN THE LAST 5 YEARS?
	|_| YES	|_| NO (if yes please attach details)



Briefly list the last 5 Classified Incidents (lost workday/restricted workday case) and the action taken

	Incident
	Actions Taken

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     






[bookmark: _Toc495840454][bookmark: _Toc495840504][bookmark: _Toc497121464][bookmark: _Toc1652754]SECTION 6: EXPERIENCE STATEMENT

The Supplier submits the following statement as to its experience qualifications with focus on work in Kingdom of Saudi Arabia:
1.	If stated in the cover letter, provide only experience in work similar in type and magnitude to the identified Work Scope.
2.	All awarded contracts have been satisfactorily completed, except as follows (Name any and all exceptions and reasons therefore, attaching additional pages if necessary):
	

	

	



3.	The following contracts are currently in progress or have been satisfactorily completed within the last three years or the period specified in the cover letter.
4.	If you have not worked in the country specified in the cover letter within the period outlined in 3 above, add a separate page listing any work ever performed in that country.
5.	Column Completion Notes:
	a.  Name and Address.  	For past Government Work, please provide Ministry and Ministry Contract Number.
	b.  Work Description.  	Describe work scope and then indicate if principle (prime) contractor or as a subcontractor and city of works (i.e. Riyadh, Jeddah etc).
	c.  Start/Stop.  	Provide starting date and actual/forecast completion by mo/yr, e.g., Jan 16/Sep18.
	d.  Schedule and Budget.  	State either "over", "on", or "under" the contract schedule and budget.

	Item No.
	Customer name, address, representative and phone no.
	Work Description
	Value
	Start/Stop
	Schedule

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
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[bookmark: _Toc495840505][bookmark: _Toc497121465][bookmark: _Toc1652755]SECTION 7: SUBCONTRACTING AND SUPPLY CHAIN
Supplier shall provide its responses to the below questions relative to the selection and nomination of key Suppliers or Suppliers when executing Projects. The answers to the following questions shall not exceed four (4) pages of A4 paper.

	QUESTION TO SUPPLIER
	SUPPLIER RESPONSE

	1. SUPPLIER TO EXPLAIN ITS PROCESS AND PROCEDURE FOR THE IDENTIFICATION, PREQUALIFICATION, EVALUATION AND SELECTION OF LOWER TIER SUPPLIERS:
	

	2. SUPPLIER TO EXPLAIN HOW IT MANAGES THE LOWER TIER SUPPLIERS DURING EXECUTION OF THE WORKS TO MAINTAIN SCHEDULE AND QUALITY OF THE WORKS BEING PERFORMED BY LOWER TIER SUPPLIERS
	

	3. SUPPLIER TO EXPLAIN ITS PROCESS AND PROCEDURE FOR THE QUALITY INSPECTIONS, ASSURANCE, DELIVERY, STORAGE AND DISTRIBUTION OF MATERIALS AND EQUIPMENT BY LOWER TIER SUPPLIERS
	

	4. SUPPLIER TO EXPLAIN HOW THEY ENSURE SUPPLIERS OR SUPPLIERS ARE CONTRACTED ON TERMS AND CONDITIONS ALIGNED WITH THE MAIN CONTRACT AND THE MANAGEMENT OF SUCH OBLIGATIONS FOR WORKS PERFORMED BY THE LOWER TIER SUPPLIERS
	



Supplier shall list in the table below the typical scopes of work or supply that are subcontracted to lower tier companies in execution of works of a similar scope or complexity who will furnish major components, equipment, materials, and/or perform elements of the Works – the completion of the table and submission is in addition to the four (4) page limit:

	No.
	INFORMATION REQUIRED
	SUPPLIER RESPONSE

	1
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	2
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	3
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	4
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	5
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	6
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	7
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	

	8
	SCOPE OF WORKS OR SUPPLY
	

	
	BASIS OF SELECTION OF LOWER TIER SUPPLIERS
	

	
	TERMS OF LOWER TIER SUPPLIERS
	



NOTES:	Basis of Selection:				Enter if selected based on prequalification, preferred supplier, sole source or competitive tender
		Terms of Lower Tier Supply Chain:		Enter Typical Commercial model (Cost Reimbursable, Lump Sum, Unit Price, etc.)




[bookmark: _Toc495840456][bookmark: _Toc495840506][bookmark: _Toc497121466][bookmark: _Toc1652756]SECTION 8: MANUFACTURING / FABRICATION / PRODUCTION CAPACITY

If Supplier to list its manufacturing, production and fabrication capacity:

Column Completion Notes:
1. Commodity: 		Common Name – (i.e. Rolled Steel Sections).
2. Manufacturing Location:	Where are the facilities located and Suppliers / Supplier name if not self performed by the Supplier
3. Monthly Capacity:	What is the monthly capacity.
4. Current Capacity:	Current workload as a percentage of monthly capacity
5. Forward Capacity:	Future workload as a percentage in 6 -12 months time
6. Date Available:	Next available production slot 
7. Space:		Quantity Available in next production slot

	Item No.
	Commodity
	Manufacturing Plant Location
	Monthly Capacity (Qty)
	Current Capacity (%)
	Forward Capacity (+6 mths)
	Date available

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	





[bookmark: _Toc495840457][bookmark: _Toc495840507][bookmark: _Toc497121467][bookmark: _Toc1652757]SECTION 9: ELECTRICAL / MECHANICAL MANUFACTURING DATA
Supplier to complete following tables to demonstrate its technical proficiency in the manufacturing of electrical and mechanical materials and/or equipment
	ELECTRICAL MANUFACTURING DATA

	I. Code Construction

	NEMA
	 

	IEEE
	 

	ANSI
	 

	ASI
	 

	Underwriters
	 

	Other (Specify):
	 

	Does the supplier have at the manufacturing location all
codes and standards required by specification?
	 |_| YES	|_| NO

	 Principal Electrical Manufacturing Equipment:

	Description
	Quantity
	Size – Capacity

	Ovens
	 
	 

	Coil Press
	 
	 

	Coil Winding Equipment
	 
	 

	Coil Spreaders
	 
	 

	VPI Tanks
	 
	 

	Balance Equipment
	 
	 

	Other (specify):
	 
	 

	 Principal Metal Forming and Cutting Equipment:

	Description
	Quantity
	Size – Capacity

	 
	 
	 

	 Testing Equipment and Facilities:

	Description
	Quantity
	Capacity
	Calibration

	Megger Meters
	 
	 
	 

	A.C. Hi-Pot
	 
	 
	 

	D.C. Insulation Testers
	 
	 
	 

	Volt Meters
	 
	 
	 

	Amp Meters
	 
	 
	 

	Oscilloscopes
	 
	 
	 

	Power Factor Meters
	 
	 
	 

	Ratio Testers
	 
	 
	 

	Analyzers
	 
	 
	 

	Corona
	 
	 
	 

	Dynamometer
	 
	 
	 

	Load Box
	 
	 
	 

	Noise Analyzer
	 
	 
	 

	Vibration Analyzer
	 
	 
	 

	Leak Detectors
	 
	 
	 

	4) Other Principal Equipment:
	 
	
	

	Welding Equipment and Personnel:

	Description
	No. of Machines – Type
	No. of Qualified Welders
	Qualifications

	Arc Welding
	 
	 
	 

	Hard Solder
	 
	 
	 

	Soft Solder
	 
	 
	 

	Other Special Processes (specify):
	

	Mechanical Manufacturing Data

	I. Principal Manufacturing Code & Standard

	Code & Standard
	Effective Date
	Comments

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Does the supplier have at the manufacturing location all codes and
standards required by specification?
 
	 |_| YES	|_| NO

	II. Tools and Equipment

	Principle Machine Tools:

	Description by Type
	Quantity
	Size – Capacity

	 
	 
	 

	Principal Metal Forming and Cutting Equipment:

	Description by Type
	Quantity
	Size – Capacity

	 
	 
	 

	
	
	

	Testing Equipment:

	Type Test
	Number
	Description
	Capacity
	Calibration

	Hydrostatic
	 
	 
	 
	 

	Pneumatic
	 
	 
	 
	 

	Helium Leak
	 
	 
	 
	 

	Halogen Leak
	 
	 
	 
	 

	Tensile
	 
	 
	 
	 

	Bend
	 
	 
	 
	 

	Impact
	 
	 
	 
	 

	Hardness
	 
	 
	 
	 

	Chemical Alloy Analyzer
	 
	 
	 
	 

	Chemical Laboratory
	 
	 
	 
	 

	Mechanical Laboratory
	 
	 
	 
	 

	1) Other Principal Equipment:

	Welding Equipment and Personnel:

	Process
 
	No. of Machines
 
	Number of Qualified Welders

	
	
	ASME IX
	AWS
	OTHER

	Shield Metal ARC
	 
	 
	 
	 

	Gas Tungsten ARC
	 
	 
	 
	 

	Gas Metal ARC
	 
	 
	 
	 

	Flux Cored ARC
	 
	 
	 
	 

	Submerged ARC
	 
	 
	 
	 

	Electro Slag
	 
	 
	 
	 

	Plasma ARC
	 
	 
	 
	 

	Electron ARC
	 
	 
	 
	 

	2) Metals and Alloys normally welded:

	3) Melting and Heat Treating Furnaces:

	Furnace Type
	Maximum 
Temp
	Capacity
	Automatic or Manual

	
	
	
	Recorder
	Controller

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	4) Non-destructive Examinations (NDE)
	 

	a) NDE performed by the Supplier:
	All
	Partial
	 
	None
	N/A

	b) NDE Subcontractor:
	Name
	 
	Location

	Method
	Procedure Designation
	 
	*ID*
	Rev.
	Date
Day-Alpha Month- 
Year

	MT – Prod
	 
	 
	 
	 
	 

	MT – Coil
	 
	 
	 
	 
	 

	MT – Yoke
	 
	 
	 
	 
	 

	PT – Solvent Removable
	 
	 
	 
	 
	 

	PT – Post Emulsifying
	 
	 
	 
	 
	 

	UT – Angle Beam
	 
	 
	 
	 
	 

	UT – Straight Beam
	 
	 
	 
	 
	 

	RT – X Ray
	 
	 
	 
	 
	 

	RT – Gamma Ray
	 
	 
	 
	 
	 

	ET – Eddy Current
	 
	 
	 
	 
	 

	VT – Visual
	 
	 
	 
	 
	 

	*ID* = Enter “S” for Supplier and “S/C” for Subcontractor
	 

	c) NDE Personnel Qualifications and Testing Equipment:
	 

	 
	Personnel Qualifications 
SNT-TC-1A Level
	 
	 

	Method
	1
	2
	3
	 
	Description of Test Equipment

	MT
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	PT
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	UT
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	RT
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	ET
	[image: ]
	[image: ]
	[image: ]
	 
	 

	VT
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