COMPANY LOGO (optional)


Vendor Quality Assurance Questionnaire Response
Basic template @ Gambica 2010
(Note:This template is a guide and companies may wish to copy the relevant parts into their own version)
	Section 1:- Company Information

	1
	Company Name:

	

	2
	Company Address:

	

	3
	Nature of Business:

	

	4


	Quality Contact:
Contact telephone number:
Sales contact number:
Service Hotline:
Accounts:
Marketing:

	

	5
	Size of company:
Number of employees:

	

	6
	Details of relationship to any parent company and any subsidiaries involved in the development of the
Product:

	

	7
	Details of the history/
age of the company, numbers of employees

turnover:

	

	8
	Indicate if company has organisation charts showing,

e.g. the relationship between engineering, programming, quality assurance and management:

	

	9
	Company Registration No:
Company VAT Number:


	

	10
	Bank name and address:

	

	11


	Banks sort code and

BACS number:

	

	12


	Account No:
	

	13


	Principal shareholders:

(list all shareholders with greater than 10% financial interest)


	

	14


	Registered name of 

Parent Company:

	

	15


	Date Parent registered:
	

	16


	Registered address and telephone number for Parent Company:

	

	17
	Annual turnover of Parent
	

	Section 2:- Quality System

	1


	Does the company hold a current registration for ISO: 2000?
	

	2
	How long have you been certified and what was the date of your latest inspection?

Please provide a copy of your certificate


	

	3
	Is there a separate Quality Assurance Department?

If yes, to whom does it report?

Who is responsible for quality compliance, organising and conducting internal audits?


	

	4
	Does company X have a documentation control procedure incorporating approval of Standard Operating Procedures, versioning control etc?

Please can a list of the company Standard Operating Procedures be made available for audit?
	

	5
	Does the company have an environmental policy?

Certification or accreditation?


	

	6


	Waste Electrical and Electronic Equipment (WEEE)

	

	7


	Control of substances hazardous to health (COSHH)
	

	8


	Number of environment enforcements in the last 3 years?


	

	9


	REACH Registration:

	

	10

	Does Company X have a Health & Safety Policy?

	

	11


	Would Company X welcome an on-site audit by visiting auditors from customers?
	

	12


	Internal company audits: provide details of the process followed and an example of a recent audit of your software development area.

	

	13


	Contract Reviews: provide details of the process followed and an example of a recent review of an order / contract / tender related document including follow up actions.

	

	14


	Corrective actions: provide details of the process followed for implementing corrective actions and an example of a recent corrective action for a software related process.

	

	15


	Customer Complaints: how many customer complaints have been raised/resolved in the last 12 months? Provide details of the process followed to address customer complaints and an example of how a recent customer complaint was addressed.

	

	16


	Sub Contractors: how is the use of sub-contract resource controlled, including details of the process followed for adding and deleting companies from the list of sub​contractors used?

	

	17


	Training Records: provide details of training provided to personnel associated with the development and production of your products. Provide details of how this training is recorded and reviewed.

	

	18

	CVs: does your company keep a set of up to date CVs of personnel that are available to be supplied for information and evidence of appropriate experience? If this is not the case, in what form will this information be supplied? Provide an example.

	

	19

	Software Development: provide details of the processes/standards that are followed for the production of your company’s software describing the various stages of the development lifecycle. Provide details and examples of the life cycle development documentation produced for the Current XXX and any Performance Validation Software.

	

	20

	Software Coding Standards: provide details of process, definitions/standards followed when developing in-house software. Where external software companies are utilized, provide details of how software processes/standards are monitored/controlled.

	

	21

	Software Reviews: provide details of the process followed for reviewing source code at each stage of product development and an example of how this has been implemented on a recent product.

	

	22

	Software Testing: provide details of the processes that are followed for software testing at each stage of product development (including simulation testing) and an example of test documentation for a current product.

	

	23


	Document Reviews/Approvals/Controls: provide details of the process followed for review, approval, and control of software related documentation (e.g., specifications, drawings).

 
	

	24


	Change Control: provide details of the process followed for the control of software and hardware and an example of how this has been implemented on a current/recent product.

	

	25

	Configuration Management: provide details of the process followed for the Configuration Management of software and an example of how this has been implemented on a current/recent product.

	

	26

	Final Inspection and Testing: provide details of the processes/standards that are followed for the inspection/testing of your product software and hardware. This should include reference to the process followed for ensuring that all product specifications have been inspected and tested.

	

	27


	Provide details of all known bugs and functionality issues with the current version product X. Also provide details of any fixes or patches currently available to address some or all of the bugs.


	

	Section 3:- Insurances and memberships

	1


	Does company X have public liability and indemnity insurance to the value of £5m?

{Provide a copy of your insurance certificate}
	

	2


	Does your company have company car insurance?
	

	3


	Provide a list of products Company X currently supplies, or provides support for, to the relevant industries in this sector.


	

	Section 4:- Management Team

	1


	Managing Director / Chief Executive:
	

	2


	Financial Director / Chief Accountant:
	

	3


	Operations /  Quality Assurance Manager
	

	4


	Sales Managers:
	

	5


	Other key persons on management team:


	

	Section 5:- Health & Safety: 

	1


	During the past 3 years has the Company (or Predecessor Company) experienced any 

(a) RIDDOR Reportable Accidents? 

(b) RIDDOR Dangerous Occurrences? 

(c) RIDDOR Reportable Diseases?

 If “yes” please attach details
	

	2


	What is your Reportable RIDDOR RFR (Reportable Frequency Rate) for the last 3 years?

	

	3


	If the Company uses the OSHA reporting system, please advise for the last 3 years: 

(a)  OSHA Lost Time Frequency rate 

(b) OSHA Total Recordable Injury Rate
	

	4


	Does Company X comply with current local and national HSE legislation?
	

	5


	Does Company X have any HSE or Occupational Health or Environmental related litigation pending?
	

	6


	Does Company X have a certified HSE management system such as ISO​18001?
	

	7


	Does Company X have a formal HSE training program, supported by records in place?
	

	Section 6:- Employee Practices: 

	1


	What is the age of your youngest employee
	

	2


	What percentage of your permanent and full time staff receive government social welfare support in addition to their salary?
	

	3


	How many hours per day are your employees liable to work?
	

	4


	Are all of your employees legally employed?
	

	5


	Is Company X an equal opportunity employer as defined in terms of the government employment regulations?
	

	6


	Do factors such as race, religion, colour, gender, ethnicity or disability influence your hiring decisions?


	

	7


	Are Company X employees allowed to join a trade union?
	

	8


	Has your Company X currently on in previous years been subject to any enforcement action by any government authority for non compliance with employment law?
	

	9


	Regarding your employees who will be working on site – please list relevant Qualifications / Skills.


	

	10


	Do you or your employees belong to a “Passport Scheme” in H&S training? If so, please attach copies.


	

	11


	Confirm that all tools and equipment brought on to site will conform to all relevant regulations/legislation:

	

	12


	Does Company X commission sub contractors for any work at customer’s sites?
	

	Section 7:- Animal Welfare: 

	1


	Does Company X breed, transport or experiment or deal with animals?
	

	Section 8:- Staff Training: 

	1


	Are there records showing qualifications and training for staff responsible for system implementation, maintenance, repair and testing? Does this include job descriptions and CV’s?
	

	2


	Is there a system for identifying skills gaps and delivering the necessary training?  Is this given by other members of staff or by external organisations?
	

	3


	Is there formal training in regulatory requirements such as GLP or 21 CFR Part 11. If not how are staff made aware of these requirements?


	

	Section 9:- CE Marking: 

	1


	Does Company X equipment carry the CE marking?

	

	Section 10:- Project Planning: 

	1


	Project Planning: provide details of the procedures, methodologies, tools, and process followed when planning and managing projects against project milestones and an example project plan for a recent project.


	

	2


	Quality Planning: provide details of the procedures, methodologies, tools, and process followed when planning and managing quality on projects and an example Quality Plan for a recent project.


	

	Section 11:- Customer Support: 

	1


	Provide details of helpdesk support available within the UK including, period of cover, response times, resource access, bug fixes, patches, upgrades etc. 

	

	2
	Provide details of the testing carried out on third-party fixes and patches e.g. Operating System, databases, reports tools etc.


	

	3


	Does your company automatically inform customers when a critical software failure is identified or reported in the current or previous release of your software?


	

	4


	Software bug fixes and patch development: provide details of the processes/standards that are followed for the production and testing of software bug fixes and patches and describe how this differs from the approach.
	


I certify that the information provided above is, to the best of my knowledge, accurate and gives a true representation of the company.

I hereby give permission for this information to be used by (please insert client name) for the purposes of assessment, with written or electronic record retained for future reference.
Signed
_______________________________________
(name)

Title

_______________________________________
(title)

Date

_______________________________________
(date)
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