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Introduction

No information contained in this PQQ or in any communication made between BAA Airports Limited (“BAA”) and any Applicant in connection with this PQQ shall be relied upon as constituting a contract, agreement or representation that any contract shall be offered in accordance with this PQQ.  BAA reserves the right, subject to the appropriate procurement regulations, to change without notice the basis of, or the procedures for, the competitive tendering process or to terminate the process at any time.  Under no circumstances shall BAA incur any liability in respect of this PQQ or any supporting documentation.

The information will be of specific interest to a range of Applicants that wish to deliver the requirement outlined in the OJEU Notice which accompanies this PQQ on airportsmart.com.

BAA is delivering this procurement process to address areas of expenditure which are under the control and management of Heathrow Airport Limited, and may comprise certain services procured and/or managed on behalf of other BAA group airports.
1. Purpose of this Pre-Qualification Questionnaire (PQQ)

This PQQ sets out the information which is required by BAA as part of an Applicant’s Expression of Interest in order to assess the suitability of Applicants in terms of its technical knowledge and experience, capability/capacity, organisational and financial standing to meet the requirement.  During the PQQ stage, the intention is to arrive at a Short List of qualified providers for formal Invitation To Tender.

1.1
Structure of PQQ

Applicants must adhere to the format of this PQQ when answering the questions.  Where questions cannot be answered fully, please provide relevant explanation and details.  Please keep responses concise and, where practical, include electronic links to where additional relevant information can be found. 

1.2 Background Information 

About Heathrow:

Heathrow Airport, 15 miles from central London, is regarded as the hub of the aviation world. Flying to over 180 destinations in over 90 countries, some 90 airlines have made Heathrow their base. The airport is owned by BAA, who also owns Stansted, Southampton, Glasgow, Edinburgh and Aberdeen Airports.

Running airports is a complex business and Heathrow’s owner, BAA, works in partnership with many other organisations to deliver a high-quality service. Hundreds of different businesses and government agencies work at Heathrow, from the largest airline alliances to independent business operators such as taxi drivers. In addition to carrying out our own responsibilities, BAA has to ensure that all these organisations work together seamlessly in the interest of the passenger.

Heathrow employs 72,000 people and supports an estimated additional 100,000 further jobs right across the UK. It is the biggest single-site employer in the UK. Nearly half of Heathrow’s employees come from the five boroughs directly surrounding the airport – Ealing, Hillingdon, Hounslow, Slough and Spelthorne. Airport jobs are vital to the health of the local community – for example, one in every ten people in employment in Hounslow works at Heathrow. 

Unemployment rates in the Heathrow area are consistently among the lowest in the region and the airport is also a major provider for training in the local area – the Heathrow Academy has recently been awarded Centre of Vocational Excellence status.

Heathrow is at the heart of the UK economy and one of our country’s most important assets.  As the United Kingdom’s only hub airport, Heathrow provides the important links that connect the UK with the rest of the world, including the new global economies of India and China. Two-thirds of the UK’s long-haul flights depart from Heathrow. It operates the UK’s only direct air links to emerging world cities such as Shanghai, Beijing, Mumbai, and Sao Paulo. More than half of all the UK’s air freight passes through Heathrow, the majority in the hold of passenger planes.

One-third of Heathrow’s passengers are transfer passengers. These passengers are important because they help to maintain a global network of direct overseas air routes. For example, there might not be enough demand in London to support regular and frequent flights to Beijing. But because one-third of Heathrow’s passengers are transfer passengers, this creates enough demand for airlines to be able to operate a frequent long-haul route. The transfer passengers on this route will in turn support other overseas air routes. It is because of these transfer passengers that the majority of all UK long-haul flights depart from Heathrow.

Heathrow’s vision:

To stay successful we need passengers to continue to choose Heathrow. This means persuading them that our airport is the best place to get them where they want to go. 

Our vision is for passengers to think of us as Europe’s best hub airport. We are seeking to do this by ‘making every journey better’. 

Heathrow is where the world meets. We are Britain’s hub airport, providing frequent and direct connections to the world’s greatest cities. In a global economy our success supports the success of the UK as a whole. Millions of people depend on us each day as they conduct business, visit friends or family, or take a holiday. 

Together with our suppliers and our airlines, we are working to transform service and facilities at Heathrow. We are proud of what we do well. But we must also continuously improve – making every journey better than the last.

How we wish to be perceived:

Our vision and our purpose are supported by key definitions that add meaning and richness and should be reflected in all our communications, buildings, design and behaviour.

Heathrow has a distinct ‘brand’ that sets it apart from other UK and world airports and we must bring this to life in a way that is compelling, memorable and coherent. Heathrow’s brand embraces and builds upon the uniqueness of London, the uniqueness of the airport itself as a place, the uniqueness of the airline/passenger mix, the uniqueness of how it works and how it makes people feel (that is, airlines, stakeholders, retailers, staff and passengers).

Heathrow’s brand is encapsulated into being both the spirit and intent of our business. Heathrow’s brand descriptors are the key themes to be used as touchstones to test the alignment of everything we do with the Heathrow’s brand.

 Heathrow’s identity:

Heathrow is a globally recognised name. To create real understanding amongst our audiences all our communications, how our people look and how we design our buildings must reflect the elements that define our brand identity. These elements are our brand pillars. 

A consistent, recognisable identity is a crucial asset, supporting our strategy, communicating our vision, values and promises. It is how we bring the components together which will decide the quality of our communications. 

Our name is well known, but to maintain the integrity of our brand it must be used in a controlled and carefully structured way. Our signature, colour palette, typeface, imagery and even our tone of voice have the power to extend our reach, create a stronger recognition and engage a wider audience. We therefore have strict guidelines about the use of our logo and those of our business partners and suppliers, with which the successful bidder is requested to comply.

 Heathrow’s passengers:

Heathrow’s passengers are potentially the most discerning, affluent and influential audience in the world. The vast number of passenger profiles illustrate the diversity of people that inhabit Heathrow; from leisure and business travellers, through to ‘meeters and greeters’. 

Any communications should reflect the diversity of people that pass through our airports. Anyone working at or with Heathrow should understand that all our passengers have individual needs, but above all, each of them is looking for an efficient journey and each and every one of them should be at the heart of everything we do.

We listen to our customers and we regularly survey them to ensure our understanding of their needs is current. We ask them about specific issues, we monitor their overall satisfaction with our airport and the service we give and we subscribe to external, independent quality surveys that both tell us what the passengers want as well as telling us how our airport compares to others.

We understand what is important to our passengers at every stage of their journey through the airport and we constantly review our service, our processes our technology and our buildings to ensure we adapt as our passengers’ needs evolve.

We have distilled a wealth of passenger preferences into a simple check list of wishes – everything we provide, we do and we say should be able to satisfy at least one of these passenger requirements –

•
I can go where I want, when I want

•
I will have a smooth & hassle free journey 

•
I can choose to create a journey that suits my needs

•
I feel special

•
Everybody at Heathrow cares about my journey

•
I always feel safe and secure.

‘Heathrow makes my journey better’  

1.3
The Requirement

The services required through this procurement process comprise public relations and communications services as set out in lots as shown below :

Lot 1: 
Media relations and financial communications comprising :
· Strategic communications advice

· Stakeholder relationship building

· Financial transactions

· Results day co-ordination and support

· Market communications

· Crisis management support

· Reputation management

· Media monitoring and analysis

· Maintaining media databases and tracking journalist moves

Lot 2:
Policy and political relations comprising:
· UK(London) & EU(Brussels) political contact programme

· UK(London)& EU(Brussels) political monitoring and analysis

· UK(London) & EU(Brussels) strategic public affairs advice and intelligence

· Event logistical support

· national and international policy advice

· Select committee training

· UK(London) & EU(Brussels) stakeholder relationship building

· Other reporting and support as required
Estimated or indicative budget is £300- £400k per annum 
The campaign brief(s) and objectives, up-to-date budgets together with detailed service requirements will be made available to Applicants at the invitation to tender stage.
1.4  
 The Agreement

The successful provider(s) shall be awarded a services contract for the services in scope of each lot which the successful provider is awarded.
The initial term of any contract is anticipated to be 2 years in duration, with an option to extend by a single 12 month period.
It is a condition of participation that all Applicants accept BAA’s contract terms and conditions in full.
1.5
Outline Timetable 

Set out below is the proposed procurement timetable.  This is intended as a guide and whilst BAA does not intend to depart from the timetable it reserves the right to do so at any stage. 

	Date 
	Activity

	4/10/2010
	OJEU notice published with PQQ made available to Applicants. 

	18/10/2010
	Expression of Interest and PQQ Return Date 

	22/10/2010
	Evaluation of pre-qualification questionnaires completed.

	29/10/2010
	Invitation to tender issued to selected providers.

	TBC
	Agency Briefings (if necessary) 

	12/11/2010
	Tender Return Date.

	w/c 19/11/2010
	Pitch Presentations if required

	3/12/2010
	Evaluation of tenders/pitches completed. 

	10/12/2010
	Contract Award, standstill period etc

	Jan 2011
	Mobilisation Commences

	Jan 2011
	Services commences


1.6 
Additional Information 

Recipients are invited to complete this PQQ and to submit it, together with any requested supporting information, via www.airportsmart.com by the due date for return. 

All requests for clarification or further information in respect of this PQQ should be submitted via www.airportsmart.com. No approach of any kind in connection with this PQQ should be made to any other person within, or associated with, BAA.

This PQQ is being provided on the same basis to all Applicants.

BAA expressly reserves the right to require an Applicant to provide additional information supplementing or clarifying any of the information provided in response to the requests set out in this PQQ.  

BAA will not reimburse any costs incurred by Applicants in connection with preparation of their responses to this PQQ. 

1.7
Instructions for Completion

Applicants should follow the instructions outlined below when completing this PQQ.

Applicants should answer all questions as accurately and concisely as possible in the same order as the questions are presented. Where a question is not relevant to the Applicant’s organisation, this should be indicated, with an explanation.

Questions should be answered in English.

The information supplied will be checked for completeness and compliance before responses are evaluated.

Responses will be evaluated in accordance with the procedures set out in section 1.13 Provider Selection. In the event that none of the responses are deemed satisfactory, BAA reserves the right to terminate the procurement.

Failure to furnish the required information, make a satisfactory response to any question, or supply documentation referred to in responses, within the specified timescale, may mean that an Applicant is not invited to participate further.

1.8
Submission of Completed Pre-Qualification Questionnaires 

You must submit your completed PQQ via BAA’s eSourcing tool at www.airportsmart.com no later than 23:59 CET, 18th October 2010. Completed PQQs may be submitted at any time before the closing date. Please note that completed PQQs received after the closing date may be rejected.  Applicants must keep their contact details on the e-sourcing tool up to date or they will be unable to receive communications from BAA.
The PQQ Questionnaire shall be accompanied with a Letter Expressing the Applicant’s interest in participation .  This letter shall specifically address the Minimum Conditions for Shortlisting set out  in PART III.2.3 –TECHNICAL OR PROFESSIONAL CAPACITY.
1.9
Consortia and sub-contracting

Where a consortium or sub-contracting approach is proposed, all information requested should be given in respect of the proposed prime contractor or consortium leader. Relevant information should also be provided (as indicated in the PQQ) in respect of consortium members or sub-contractors who will play a significant role in the delivery of the requirements under any ensuing contract. Responses must enable BAA to assess the overall consortia or core supply base.

Where the proposed prime contractor is a special purpose vehicle or holding company, information should be provided of the extent to which it will call upon the resources and expertise of its members.

BAA recognises that arrangements in relation to consortia and sub-contracting may (within limits) be subject to future change. Applicants should therefore respond in the light of the arrangements as currently envisaged. Applicants are reminded that any future change in relation to consortia and sub-contracting must be notified to BAA so that it can make a further assessment by applying the selection criteria to the new information provided.

1.10
Queries about the procurement

BAA will not enter into detailed discussion of the requirements at this stage.

Any questions about the procurement should be submitted via the functionality at www.airportsmart.com, by the date as indicated above in section 1.5. 

If BAA considers any question or request for clarification to be of material significance, both the question and the response will be communicated, in a suitably anonymous form, to all Applicants who have responded; have expressed an interest; or those that show an interest before the closing date for the submission of the PQQ.

1.11
Provider contact point

Applicants are asked to include a single point of contact in their organisation for their response to the PQQ. BAA will not be responsible for contacting the Applicant through any route other than the nominated contact. The Applicant must therefore undertake to notify any changes relating to the contact promptly.

1.12
Provider selection

The objective of the qualification process is to assess the responses to the PQQ and select Applicants to proceed to the next stage of the procurement. 

BAA may disqualify any Applicants who fails to:

(i) comply with the requirements of Regulation 26 of the Utilities Contracts Regulations 2006 and/or fails to certify at Part G that it has fulfilled these requirements

(ii) provide a satisfactory response to any questions in the PQQ or inadequately or incorrectly completes any question 

(iii) submit its completed PQQ after the deadline.

The Applicants who comply with the above grounds shall be evaluated on the qualification criteria listed below which takes into account the economic and financial standing and the technical or professional ability of the Applicant.  A shortlist of Applicants will be drawn up and invited to tender. 

BAA may seek independent financial and market advice to validate information declared or to assist in the evaluation. BAA reserves the right to conduct Reference site visits; ask for demonstrations; and/or presentations as part of the PQQ process.

Evaluation of tenders at the award stage will be undertaken in accordance with the high-level evaluation criteria that will be published in the invitation to tender documentation.

1.13
PQQ Evaluation Criteria

Subject to satisfying the criteria of clause 1.12, PQQ submissions will be evaluated on the following criteria:
	Criteria
	Information and formalities necessary for evaluating if requirements are met
	Minimum Levels or Standards Possibly Required

	PART III.2.1 – Personal situation of economic operators, including requirements relating to enrolment on professional or trade registers
	Applicants must be able to demonstrate the following in order to be short listed to tender for this opportunity on a pass/fail basis. 
	If an Applicant cannot supply the information requested, BAA reserves the right to disqualify the Applicant from the process

	PART III.2.2 – Economic and Financial Capacity
	It is a requirement for short listing that applicants have sound economic and financial capacity, and may be short listed on a Pass/Fail basis. 
	This section will be assessed, and the Applicant will be awarded a Pass/Fail based on an assessment of their financial standing or stability, taking into account any adverse financial, legal or operational factors.

	PART III.2.3 –Technical or Professional Capacity
	It is a requirement for short listing to formal Invitation to Tender stage, that applicants demonstrate that they have the most relevant experience, sufficient technical capability and an appropriate level of staffing and skills to deliver the services.  In addition the Applicant must respond to the Minimum Criteria set out in this section within its Expression of Interest letter.
	The responses to this section will be assessed based on the information provided and on a  Pass/Fail basis against the Minimum Conditions for Shortlisting set out in this section. A list will be compiled of all Applicants (who have not been disqualified under Sections III.2.1, III.2.2 or III.2.3) whom BAA anticipates inviting to tender.  It is anticipated that no more than 6 (six) Applicants will be invited to Tender.


PART III.2.1 – Personal situation of economic operators, including requirements relating to enrolment on professional or trade registers

Information and formalities necessary for evaluating if requirements are met: 

Applicants must be able to demonstrate the following in order to be short listed to tender for this opportunity on a pass/fail basis. 
Minimum level(s) of standards possibly required: 
If an Applicant cannot supply the information requested, BAA reserves the right to disqualify the Applicant from the process. 

1
Company details for the Applicant:

	Company Name
	

	Trading Name (if different)
	

	Address


	

	Town/City
	

	Postcode
	

	Country
	

	Website
	


2
Name, position, telephone number and e-mail address of main contact for this project.

	Name
	

	Position
	

	Telephone Number
	

	Fax Number
	

	E-mail
	


3
Current legal status of the Applicant (e.g. partnership, private limited  company, etc.)

	Please

(tick one box)

	Sole Trader
	

	Partnership
	

	Public Limited Company
	

	Private Limited Company
	

	Other (please state)
	
	


4
Date and place of formation of the Applicant, registration under the Companies Act, please provide copies of Certificate of Incorporation and any changes of name, registered office and principal place of business.

	Date of formation
	

	Place of formation
	

	Date of registration
	

	Registration number
	

	Certificates enclosed
	YES / NO  (please delete)

	Registered Office


	

	VAT Number
	

	Brief Description of the Applicant’s primary business and main products and services.
	

	Brief history of the Applicant’s organisation, no more than 200 words, including details of any parent and associated companies and any changes of ownership over the last 5 years including details of significant pending developments, changes in financial structure or ownership, prospective take-over bids, buy-outs and closures etc which are currently in the public domain.
	


5
Is the Applicant a consortium joint venture or other arrangement? If so, and if it is available, please provide details of the constitution and percentage shareholdings.

	Consortium
	YES / NO  (please delete)

	If yes please complete the table below


	Organisation
	Percentage shareholding

	
	

	
	


6
Please provide a one-page chart illustrating the ownership structure of the Applicant including relations to any parent or other group or holding companies.

	Ownership structure enclosed (please √)
	


7       
Please indicate in the table below by using a tick mark or the word “Yes” which services you are interested and capable of providing :

	Lot & Description
	Insert Y/N to express interest

	Lot 1 : Media relations and financial communications comprising :

-Strategic communications advice

-Stakeholder relationship building

-Financial transactions

-Results day co-ordination and support

-Market communications

-Crisis management support

-Reputation management

-Media monitoring and analysis

-Maintaining media databases and tracking journalist moves


	

	
	

	
	

	
	

	
	

	
	

	Lot 2 : Policy and political relations comprising:

-UK(London) & EU(Brussels) political contact programme

-UK(London)& EU(Brussels) political monitoring and analysis

-UK(London) & EU(Brussels) strategic public affairs advice and intelligence

-Event logistical support

-national and international policy advice

-Select committee training

-UK(London) & EU(Brussels) stakeholder relationship building

-Other reporting and support as required
	

	Lot 3 : Lots 1 and 2 combined
	


8
BAA will assess any potential conflicts of interest in awarding contract to Applicants who provide similar services to a direct market competitors or key stakeholders of BAA/Heathrow Airport.   Applicants shall disclose details of any such  potential conflicts of interest that may arise if selected to deliver the requirement.
	Potential conflicts of interest
	YES / NO  (please delete)

	If Yes, please provide an explanatory statement
	


PART III.2.2 – Economic and Financial Capacity

Information and formalities necessary for evaluating if requirements are met:
It is a requirement for short listing that applicants have sound economic and financial capacity, and may be short listed on a Pass/Fail basis
Minimum level(s) of standards possibly required: 
This section will be assessed, and the Applicant will be awarded a Pass/Fail based on an assessment of their financial standing or stability, taking into account any adverse financial, legal or operational factors. 
9
Accounts information — please provide a copy of the full report and audited accounts for the last 3  financial years. If the accounts you are submitting are for a year ended more than 10 months ago please also enclose the latest set of management accounts. 

	Please √ or state ‘N/A’

	Profit and Loss Accounts
	

	Balance Sheet
	

	Full accompanying notes
	

	Director’s/Managing Partner’s Report (if available)
	

	Auditor’s Report
	


10
Please supply the following information for the last 3  financial years:

	Amount

(£’000)

2010 est.
	Amount

(£’000)

2009
	Amount

(£’000)

2008
	Amount

(£’000)

2007

	Current Assets 
	
	
	
	

	Current Liabilities
	
	
	
	

	Total Assets
	
	
	
	

	Retained Earnings
	
	
	
	

	EBIT (Earnings before interest & taxation)
	
	
	
	

	Stockholder Equity
	
	
	
	

	Turnover
	
	
	
	

	
	
	
	
	

	Numbers of Staff working in relevant services
	
	
	
	


If the information you are submitting is for a financial year-end more than 10 months ago, please submit the latest available information or a statement signed by the Finance Director detailing any major changes in the current financial position since the date of the latest information provided.

Applicants who do not have 3 years of audited accounts should provide whatever audited accounts they may have.  Newly formed Applicants should provide a statement of the Applicant’s turnover, profit & loss account and cash flow for the most recent year of trading and / or a statement of the Applicant’s cash flow forecast for the current year and a letter from the Applicant’s bank outlining the current cash and credit position.

11
Insurances - Please provide evidence of the employers' liability, public liability insurance and professional liability or indemnity insurance held by the Applicant, and summarise below.  The evidence should include the name of the insurers, policy numbers, expiry dates and limits for any one incident and annual aggregate caps and the excesses under the policies.

	Type of insurance
	Employers Liability
	Public Liability
	Professional Liability / Indemnity

	Name of insurer
	
	
	

	Address


	
	
	

	Policy numbers
	
	
	

	Expiry date
	
	
	

	Limits of indemnity (per occurrence and aggregate)
	
	
	

	Excess (if any)
	
	
	


12
Please provide a statement of any material pending or threatened litigation or other legal proceedings where the claim is of a value in excess of £100,000 

	Disclosure of legal proceedings (300 words or fewer)

Either insert required details or state ‘None’

	


13
Has the Applicant or any of its named supply chain members ever suffered deductions for liquidated and/or ascertained damages in respect of any contract within the last two years?

	Please delete

	Deductions for liquidated and/or ascertained damages
	YES / NO

	If yes, please answer the following two questions:

	Did the deduction exceed £20,000?
	YES / NO

	Was the deduction greater than 10% of the annual value of the contract?
	YES / NO


14
Has the Applicant had any contracts terminated for poor performance in the last 3 years, or any contracts where damages have been claimed by the contracting authority? If yes, please provide details.

	Contract terminated 
	YES / NO  (please delete)

	If Yes, please provide an explanatory statement
	


15
Has the Applicant failed to receive a contract renewal on the basis of unsatisfactory performance in the last three years?

	Failed to receive contract renewal 
	YES / NO  (please delete)

	If Yes, please provide an explanatory statement
	


16
Is there any material pending or threatened litigation or other legal proceedings connected with similar projects against the Applicant or any of its named sub-contractors that could affect delivery of this project?

	Legal proceedings pending
	YES / NO  (please delete)

	If Yes, please provide an explanatory statement
	


17
Does the Applicant accept the Standard Marketing Services Agreement Terms in full?
	Terms Accepted 
	YES / NO  (please delete)

	Non compliant responses will result in disqualification
	


PART III.2.3 –TECHNICAL OR PROFESSIONAL CAPACITY

Applicants passing the requirements in sections III.2.1 and III.2.2 will be assessed on their Technical/Professional capacity. 

Information and formalities necessary for evaluating if requirements are met:
It is a requirement for short listing to formal Invitation to Tender stage, that applicants demonstrate that they have the most relevant experience, sufficient technical capability and an appropriate level of staffing and skills to deliver the services.  In addition the Applicant must respond to the Minimum Criteria set out in this section within its Expression of Interest letter.

Minimum level(s) of standards possibly required:
The responses to this section will be assessed based on the information provided and on a  Pass/Fail basis against the Minimum Conditions for Shortlisting set out in this section.  A list will be compiled of all Applicants (who have not been disqualified under Sections III.2.1, III.2.2 or III.2.3) whom BAA anticipates inviting to tender.  It is anticipated that no more than 6 (six) Applicants will be invited to Tender.  
17
Please provide details of the number of suitably qualified staff currently involved directly in the provision of similar requirements to those outlined in paragraph 1.3:

	Roles (examples)
	Lot 1 : Media Relations and Financial Communications

	Lot 2 : Policy and Political Relations

	Partners
	
	

	Directors
	
	

	Consultants
	
	

	Copywriters
	
	

	Other please specify
	
	

	
	
	

	
	
	

	Total Agency Staff
	
	


18
Please provide a typical team structure which would apply in the event that you are successful in providing the services for each lot which you are expressing interest.  If expressing interest for more than one lot, please make this clear and provide a typical structure to manage the combined lots.  Please also indicate the level of experience anticipated for  each role shown in the organisation chart. 

	Team structure(s) enclosed (please √)
	


19
Please detail the base location(s) from which you plan to service the requirement. 

	Applicant Location

	


20
If you intend to subcontract any services, please provide details below. 

	Client name
	Subcontractor
	Outline respective responsibilities/roles and the ratio or percentage of service delivery by each
	Length of time of the  cooperation

	
	
	
	

	
	
	
	

	
	
	
	


Note - If a sub-contractor is to be responsible for more than 25% of the overall requirement then that sub-contractor should complete and submit, as part of the overall PQQ documentation, a questionnaire giving full details about their organisation.  

21
Please provide details of 3 reference clients whose service requirements are similar to those to be provided under the scope (paragraph 1.3 refers) that the Applicant has delivered in the past three years. Please include dates or period on which the requirements were provided, the contract values and the details of the recipient of the requirements. Experience of delivering the requirements in an airport or for a Client with similar business strategy and challenges is required. 

	Provision of similar services (600 words or fewer)

Either insert required details or state ‘None’ 

	· Client organisation (the recipient of the services)

· Dates during which the services were (or are being) provided.
· Approximate media spend per annum, by type
· How the requirements (Lots), business strategy and challenges are similar to those of BAA



22
Please provide references for three major Clients for whom the services provided are similar to those outlined in paragraph 1.3.  Please note that references will be used as confirmation of experience only at this stage, and may be taken up for those Applicants that are short listed. 

	Customer/ Client name 
	Contact name, telephone number and email address


	Month/year contract awarded and term

	Brief description of requirements and show value of media spend by type)
	Names of any subcontractors used to fulfil any significant portion of the services and their role

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	


23
Please provide details of your organisation’s measures for ensuring quality and delivery of service in line with industry best practice.   
	Methods for ensuring industry best practice and list membership of relevant trade bodies or associations (eg CIPR, PRCA etc)

	


24
Please provide details of your PR and Communications experience and capability by completing the following matrix of billings for the past 4 years:

:

	Billings

	Lot & Description
	2010 est. (£’000)
	2009 (£’000)
	2008 (£’000)
	2007 (£’000)

	Lot 1 : Media Relations and Financial Communications
	
	
	
	

	Lot 2 : Policy and Political Relations
	
	
	
	


25
Please provide confirm the following Minimum Conditions for Shortlisting items have been addressed in the covering letter expressing interest in participation:

	Minimum Conditions for Shortlisting
	Confirmed in Expression of Interest Letter

	1. Minimum Turnover £1.5 million per annum
	

	2. Core PR Services representing >75% of turnover
	

	3. All core PR skills contained in-house
	

	4. Brussels experience (Lot 2 only)
	

	5. Aviation or transportation sector experience 
	

	6. No conflicting interests
	

	7. Ability to meet at Heathrow within 1.5 hours notice
	

	8. Membership of PRCA, CIPR or equivalent
	

	9. Applicant is a Limited company, LLP or Partnership
	

	10. Compliance with BAA Conditions of Contract BAA002455
	

	11. Insurances at prescribed levels
	

	12. Acceptance of the principle of an incentivised contract
	

	13. Confirmation that no mark-up applies to expenses
	

	14. Agreement to a cap on expenses
	

	15. Provision of references for BAA to assess appropriateness
	


PART D - CHECKLIST OF ATTACHMENTS 

Please ensure that the following attachments are included within your response: 

	Question No
	Document
	Included

	-
	Expression of Interest Letter
	Y / N

	6
	Ownership Structure
	Y / N

	9
	Accounts Information
	Y / N

	11
	Insurances
	Y / N

	18
	Team Structure
	Y / N
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