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Background

The purpose of this stage of the application is to assess the capability of your organisation to deliver services for the LSC.  In support of this application you are asked to provide additional relevant documents, which should clearly indicate the name of your organisation.  Please do not submit your application until you have all this information available – we will not be able to progress your application until we have received everything on this list.
For information on how to complete this section please refer to the Guidance on completing the application form, which accompanied the Expression of Interest letter.  

Checklist

The following checklist will help you to make sure that you have attached all the relevant supporting documents to your form.  Please show clearly on each document the number (shown in brackets below) of the section, to which the document refers.  

Please tick the boxes on this checklist once you have added the relevant document.

	Your objectives and details of relevant statutes or regulations (1.2a)
	(

	Your management and staffing structure (1.2b)
	(

	Delegated authority if applicable (2.2/2.4/2.5)
	(

	Certificate of Incorporation/Charities Commission registration (2.2/2.6)
	(

	Details of consortium/joint venture if applicable (2.5)
	(

	Financial information appropriate to the value of the contract you would wish to deliver (2.8)
	(

	Statement regarding legal proceedings (2.8)
	(

	Statement giving additional information (2.8)
	(

	Consortium/joint venture lead organisation if applicable (2.8)
	(


Completed forms should be returned to our office at:

	


	1 Background information


1.1 Name of your organisation: 

	

	

	a.  Date it was set up:
	

	

	b.  Date it opened or started to provide services:
	

	

	c.  Name of owner, chief executive or director:
	

	

	d.  E-mail:
	

	

	e.  Name of daily contact:
	

	

	f.  E-mail:
	

	

	g.  Phone:
	

	

	h.  Fax:
	

	

	i.  VAT registration number:
	


1.2 Organisational Structure and Pen Picture:

a)
Please provide documentation, which show the aims of your organisation and details of any relevant legal or other conditions that apply to your organisation.

b)
Please attach an organisation chart, which gives details of your management and staffing structure. Make sure you include details of your organisation’s relationship with other organisations – for example, where your organisation is part of, or owned by, another organisation.  Please show which senior manager will be responsible for LSC-funded services and (if different) which will be responsible for quality assurance and improvement.

	2 Financial and legal information


We need legal and financial information about your organisation so we can make sure that our contract is with the correct legal entity and that we fully understand the nature of your organisation.  We also need information about the financial performance and stability of your organisation. This is to help us carry out our duty to check that contractors can meet the terms and conditions of any contracts with us.

	

	2.1 Please indicate the legal status of your organisation



	

	
	A Public Limited Company (PLC) (go to question 2.2) 
(

	

	
	A Private Limited Company (LTD) – limited by shares (go to question 2.2)
(

	

	
	A Private Limited Company (LTD) – limited by guarantee (go to question 2.2) 
(

	
	

	
	Sole Trader (go to question 2.3)                                                                          (

	

	
	Partnership or limited liability partnership (go to question 2.4) 
(

	

	
	Consortium/Joint Venture (go to question 2.5)                                                    (

	

	
	Complete questions 2.2-2.4 for each major member of the consortium/joint venture.  Additionally, please provide details of the lead organisation and the relationship between consortium/joint venture members as set out at question 2.5
	

	
	

	
	Other e.g. Public Corporation (go to question 2.7) 
(

	

	
	In addition, if you are a registered charity please complete question 2.6 
(

	


	

	2.2 LIMITED COMPANIES – PRIVATE AND PUBLIC (LTD, PLC) – You have identified that your organisation is a Limited Company (either Public [PLC] or Private [LTD] limited by share or guarantee) from question 2.1 above. Please complete the following information, and proceed to question 2.7.


	

	
	Trading name (if different from 1 above) 


	

	
	Company registration number 


	

	
	Registered office 





	

	
	Date of incorporation 


Plc (          Ltd (          Limited by share (          Limited by guarantee (  

	

	(
	Please enclose a photocopy of the organisation’s ‘Certificate of Incorporation’ (please tick box to indicate enclosure)

	
	


	

	2.3 SOLE TRADER – If you are a Sole Trader, please complete the following information and then go to question 2.7.


	

	
	Full name of proprietor  


	

	
	Date of commencement of the business  


	


	

	2.4 PARTNERSHIP – You have identified the organisation as a Partnership, please complete the following information and then go to question 2.7.


	

	
	Full name of Partners:
	i) 


iii) 


v) 


vii) 

	ii) 


iv) 


vi) 


viii) 


	

	
	Please indicate which partners(s) named above can enter into contract on behalf of the partnership. 





	

	(
	Where delegated authority to sign contracts on behalf of the organisation has been given, please include a copy of that delegated authority (please tick box to indicate enclosure)

	

	
	What name should appear on contracts with the LSC? 


If the partnership is a limited liability partnership, please tick  (

	

	
	Date of commencement of the business 


	


	

	2.5 CONSORTIUM/JOINT VENTURE – You have identified that the organisation is a consortium/joint venture from question 2.1 above. In addition to complete separate financial and legal questionnaires for each major member of the consortium/joint venture, please set out the following (then go to question 2.7).


	

	
	Name of Consortium / Joint Venture Members
	i) 


iii) 


v) 


vii) 

	ii) 


iv) 


vi) 


viii) 


	

	
	Please indicate with whom the LSC will contract 





	

	(
	Who has delegated authority to sign contracts on behalf of the consortium/joint venture (please also include a copy of that delegated authority, memorandum of understanding or contract)? (please tick box to indicate enclosure)





	

	(
	Please provide details on how, and when, you set up (or intend to set up) the consortium/joint venture, including details on the stake each member organisation will hold and who will ultimately control the consortium/joint venture (please tick box to indicate enclosure)





	


	

	2.6 CHARITIES – If your organisation is a registered charity, please complete the following:


	

	
	Name(s) of Trustees: 





	

	(
	Who has delegated authority to sign contracts on behalf of the organisation (please also include a copy of that delegated authority)? (please tick box to indicate enclosure) 


Charity registration number: 


	

	(
	Please confirm that your organisation will have either sufficient restricted or unrestricted funds available to comply with obligations that may arise during delivery of any subsequent contract awarded:-

	

	
	Yes    (
	No    (

	

	
	If you have answered No to the question above, please indicate what funding would be available to support any subsequent contract awarded.




	

	(
	Please provide copies of ‘certificates of incorporation’ and ‘charities commission registration’ as appropriate (please tick box to indicate enclosure)

	

	
	What is the legal entity of the charity? 





	
	


	

	2.7 FINANCIAL CAPACITY



	

	a)
	Please confirm the organisation’s turnover as set out in the latest set of audited financial statements (or other document if appropriate) 





	

	b)
	Please confirm the organisation’s forecast turnover for the current financial year 





	

	c)
	What level of additional business, not included in (b) above, is the organisation currently in the process of tendering for? 





	


	

	2.8 FINANCIAL AND SUPPORTING INFORMATION – Please supply copies of the following information, ticking the appropriate box to indicate their enclosure. This should be based on existing contracts and/or the level of contract being sought by the applicant.


	

	A
	Cumulative value of LSC contracts to £25,000

	(
	Please supply a full copy of the previous year’s audited financial statements. Where you are not required to have audited financial statements, please supply accounts as submitted to the Inland Revenue, other regulatory body, or your bank – for the previous two years’, or draft or anticipated financial statements for the current year if your organisation has been recently formed.

	
	

	B
	Cumulative value of LSC contracts £25,000 to £250,000

	(
	Please supply a full copy of your last two years’ audited financial statements, or draft or anticipated financial statements for the current year if your organisation has been recently formed

	(
	Please supply your business plan for the coming year

	(
	Please supply a copy of your monthly rolling cash flow forecast for the coming year

	

	C
	Cumulative value of LSC contracts £250,000 to £1,000,000

	(
	Please supply a full copy of your last two years’ audited financial statements

	(
	Please supply your business plan including financial forecasts for the next three years

	(
	Please supply a copy of your monthly rolling cash flow forecast for the coming year and a summary for the following two years

	

	D
	Cumulative value of LSC contracts over £1,000,000

	(
	Please supply a full copy of your last two years’ audited financial statements

	(
	Please supply copies of the external audit management letters/report to audit committee for the last two years

	(
	Please supply your business plan including financial forecasts for the next three years

	(
	Please supply a copy of your monthly rolling cash flow forecast for the coming year and a summary for the following two years

	(
	All organisations that are required to appoint auditors of their annual financial statements should supply a copy of the full audit report on the most recent financial statements. Organisations not required to appoint auditors of their financial statements should provide a fully copy of an independent accountant’s report, if available.

	
	

	
	Please ensure that the audited financial statements submitted are for the applicant, and are not in respect of a parent company, group or other organisation.  Failure to submit the correct financial information will delay your application.

	


	

	2.8
FINANCIAL AND SUPPORTING INFORMATION (cont’d)


	

	(
	Please supply a statement signed by a Director, Partner or Proprietor of the organisation, to the effect that there are no legal proceedings (including bankruptcy or winding up petitions) in progress that might affect the performance of contract obligations and that the organisation has not been prosecuted under EC or national law in the last three years. If this undertaking cannot be given, then details of any legal proceedings / prosecutions, including their outcome, should be provided.

	

	(
	Please supply a statement signed by a Director, Partner or Proprietor of the organisation giving details of:

	

	
	
	i. any associated organisations (along with the nature of the relationship) or a statement that the organisation is not associated with any other organisations. (Additionally, please also identify and forward the information requested in this section for any parent/ultimate holding company.)
ii. any mortgages and/or charges against the assets of the organisation and any guarantees in favour of and/or issued by the organisation, together with details of any other contingent liabilities detailing the circumstances under which they may crystallise. If there are no mortgages, charges or guarantees this fact should be stated.

iii. where the organisation is part of a group, a statement is required of the support that will be offered by other group companies for the delivery of the contract. An authorised person within the parent or other organisation must sign the statement.  Where cross group guarantees are in place, please provide the appropriate financial statements to confirm the financial stability of the organisation providing the guarantee, together with consolidated group accounts, where appropriate.

iv. the type and level of funding that was provided to enable your organisation to commence trading, including details on whether funds from any public sector bodies were used in the setting up process.

v. any financial support, not in the normal course of its trading activities, which your organisation receives from any public sector bodies.  If so, please provide full details on the type of support provided and the nature of the public sector body involved.

	

	(
	Please provide a signed statement stating that the LSC may approach your bank for the purpose of obtaining a reference.

Please state your bank’s address……………………………………………………………….

………………………………………………………………………………………………………

………………………………………………………………………………………………………

	
	In addition to reviewing the financial information submitted to us, we may wish to carry out a short review of your financial management arrangements prior to a decision on whether to award a contract.  If such a review is required you will be notified and a mutually convenient date agreed.  The results of this review will inform our decision making process.

	


	3 Legislative/Contractual requirements


	

	1. 
	Can you confirm you have in place suitable and sufficient insurance in respect to learners (employers’ liability, public liability, fidelity and other e.g. driving) and as legally required?

Type……………………………………………………………………………………………………..

Amount………………………………………………………………………………………………….



	

	2. 
	Have you ever been prosecuted under health and safety legislation or been served prohibition or improvement notices by the enforcing authority? (if Yes, please provide details.)
	Yes (
	No (

	
	


	

	3. 
	Are you aware of, and complying with relevant health and safety legislation?
	Yes (
	No (

	


	4 About your provision


	4.1 DELIVERY STRATEGY. – It is the LSC’s intention to reduce the length of contracting chains by contracting directly with suppliers unless there is a clear market demand for, and added value in, engaging an agent. Please state which of the following delivery strategies you would use and in what circumstances.


	

	

	(
	a) Direct Delivery – i.e. Delivery all elements of a contract yourself, without contracting any such elements to other organisations. 

	

	(
	b) Act as a Managing Agent – i.e. Manage but not deliver provision by subcontracting all of the elements of a contract to other organisation(s). 

	

	(
	c) Act as a Managing Provider – i.e. Deliver the majority of the elements of a contract yourself but contract some element to other organisation(s). 

	

	(
	d) Work collaboratively with other organisation(s) as a Partnership or Consortium.

	


	5 Conditions


	

	It is a condition of acceptance by the LSC that you confirm the following statements:



	

	
	· This organisation is capable of discharging services to the standards expected of the LSC.

· Acceptance of the LSC’s general terms and conditions of funding.

· This organisation is not in any state of bankruptcy, insolvency, compulsory winding up, administration, receivership, composition with creditors or any analogous state of relevant proceedings. The applicant undertakes to notify the LSC if any of the below states apply.

	
	· Any convictions for a criminal offence committed by the tenderer (or being a company, by its officers or any representatives of the company).

· Any acts of grave misconduct committed by the tenderer (or being a company, by its officers or any representative of the company) in the course of their business or profession/the company’s business.

· Any failure by the tenderer (or being a company, by its officers or any representative of the company) to fulfil their obligations relating to payment of Social Security contributions.

· Any failure by the tenderer (or being a company, by its officers or any representative of the company) to fulfil their obligations relating to payment of taxes.

· The absence of insurance covering any aspect of the tenderer’s business and the failure to implement robust arrangements for health and safety and equal opportunities.

	


	6 Declaration


	

	I hereby confirm the information supplied on this questionnaire is correct and I undertake to inform immediately the LSC of any changes. I understand that if any of the information contained herein is incorrect or false this may result in criminal or civil proceedings.

	

	Signed: 


	

	On behalf of: 


	

	Position in Company:: 


	

	Date: 
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