RESTRICTED – COMMERCIAL


[Institution Name &]
REFERENCE TEMPLATE – FOR PQQ OR ITT USE
Text in italics to be inserted/deleted if not applicable

 Delete this box prior to issue
CONTRACT/FRAMEWORK AGREEMENT FOR: [insert]
REFERENCE: [insert]
REFERENCE REQUEST FORM 

(for obtaining telephone or email references)
Reference obtained for: [insert name of PQQ applicant/tenderer] .
Reference obtained by: [insert name of Procurement Officer/nominated other] on [insert date] 

Reference obtained from: [insert name of referee].
-------------------------------------------------------------------------------------------------------
[name of PQQ applicant/tenderer] has given your name as a referee to support their [PQQ/tender] for the above requirement.  

[Information about the Institution]
[insert summary of the requirement]  

I would be grateful if you would complete the details below and return to me. 

If you have any queries or would like further information before supplying a reference, please contact [name] on [insert contact number/details].

	1.
	Name, job title and telephone number of referee
	

	2.
	What was the type of service that was provided i.e. was it delivery of the whole requirement by an individual/company or using a consortium/partners/sub contractors?  How did the organisation alter its working practice to achieve a  cohesive integrated service?
	

	3.
	Who delivered the contract (e.g. prime contractor only, consortium, sub-contractors, mixture)?  How many staff (at different grades?) were involved in delivery of the requirement and was a seamless service provided? Did the contractor deal with any issues quickly and effectively?


	

	4.
	How many individuals or sites were covered by the service provided?  Where were the sites located? (e.g. rural, urban, mixture)  Were there any service delivery issues?


	

	5.
	Were performance targets set and met?


	

	6.
	What was the level of liaison/contact/account management  between yourselves and the contractor (especially if the contractor was not located near yourselves)?


	

	7.
	Did the contractor comply with the contract conditions, milestone dates and any pre determined timescales?
	

	8.
	(a) Did the contractor keep adequate monitoring records, and did they seek user feedback to improve the provision of their service?

(b) Did the contractor operate a system of continuous improvement and did they implement and achieve their plans?  What value were these to your organisation?

(c) Did the contractor keep up to date with relevant best practice, initiatives in the public sector, and changes in legislation etc including relevant technological development?  Did they initiate any proposal that yielded greater innovation or increased value for money?


	

	9.
	Would you consider renewing the contract?  If not, why not?


	

	10.
	Did you encounter any problems with the contractor?

If so, how were these resolved?


	

	11.
	What is your overall evaluation of the service provided?


	

	12.
	What was approximate value and duration of the contract?


	

	Any other relevant information the referee would like to provide:




Thank you for your assistance in providing this reference.

Please return to: 
[Insert details]
FAO [insert name and contact details]
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