
Voluntary and Community Sector Lettings pre- qualification questionnaire 

Scoring Sheet & Annual Review
Part One:    Organisation Details

Contact details and status of organisation 

	1.1
	Full name of organisation



	1.2
	Date organisation was formed



	1.3
	Contact  details

	a


	Address



	b
	Contact name

	c
	Position in organisation

	d
	Phone Number.

	e
	Fax Number.

	f
	E-Mail Address.

	
	

	1.4
	Please state what the key aims and objectives of your organisation are

	1.5
	Does your organisation have:
	Yes
	No 
	Developing

	a
	A constitution
	5
	0
	1

	b
	Terms of reference
	5
	0
	1

	c
	Charitable status 
	5
	0
	1

	d
	Bank account
	5
	0
	1

	e
	Financial records
	5
	0
	1

	f
	Regular financial updates 
	5
	0
	1

	g
	Regular committee meetings (how often)
	5                     
	0
	1

	h
	Minuted committee meetings
	5
	0
	1

	i
	AGM in accordance with the governing document
	5
	0
	1

	j
	Business plan
	5
	0
	1

	k
	Financial plan
	5
	0
	1

	l
	Insurance polices please list
	5
	0
	1

	
	
	
	
	


	Status of your organisation      

	1.6
	    Is your organisation:                                                                                  

	
	Constituted
	5

	
	Registered charity 

(if yes please give charity number)


	5

	
	Company Limited by Guarantee 

(if yes please give company registration number)


	5

	
	Social Enterprise
	5

	
	Member of ‘Locality’ (formerly DTA & Bassac)
	5

	
	
	

	1.7
	What your organisation’s management structure?:
	

	
	Trustee board
	5

	
	Executive Board and management committee
	5

	
	Management Committee
	5

	
	Informal
	1

	
	
	

	1.8
	Does your organisation have any officer posts?  
	

	
	Chair/CEO
	5

	
	Secretary 
	5

	
	Treasurer
	5

	Quality Assurance

	1.9
	Please give details of any quality assurance systems such as VISIBLE or PQASSO you have in place, applied for or are considering, and if already in place, how long your organisation have been using the system

	
	In place – 5 

Applying for – 3
Considering - 1




Policies

	1.10
	
	Yes
	No 
	considering

	
	Equal Opportunities Policy or statement
	5
	0
	1

	
	Health & Safety Policy or statement
	5
	0
	1

	
	Child Protection Policy or statement
	5
	0
	1

	
	Vulnerable Adult Policy or statement
	5
	0
	1

	
	Volunteering Policy
	5
	0
	1

	
	Reserves Policy ( if a registered Charity)
	5
	0
	1

	
	Induction Policy for new Trustees/ Management Committee members
	5
	0
	1

	
	Conflict of interest policy
	5
	0
	1

	
	Please detail any other polices or statements your organisation has



Links with other organisations

	1.11
	Please give details of any other support organisations you will be/are working with who are not partners in this bid.



	
	5 points per organisation


Links with Council Services

	1.12
	Please detail the links you have with any the Council or other public-sector organisations


	
	5 points per partnership

	1.13
	How have you identified the unmet needs for both your organisation and the wider community?

(please give details of how it links to any of the Councils strategic polices if known)


	
	

	1.14
	How will you monitor the benefits of the asset transfer? (e.g. user feedback forms etc) 


	
	


	TOTAL SCORE:
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ANNUAL REVIEW
Every community letting will be subject to review, generally annually, to measure the success of the project, review its sustainability, check whether the terms of the letting require amendment and provide information to be fed back into consideration of subsequent agreements.

The review will be undertaken by representatives from the Corporate Property Team and the Third Sector Team.

	NAME OF ORGANISATION
	

	PROPERTY 


	

	CONTACT DETAILS
	

	DATE OF LETTING

	

	LENGTH OF LETTING

	

	DATE OF REVIEW


	

	DETAILS OF THOSE CARRYING OUT THE REVIEW


	


	AGREED OUTCOMES
	TARGETS/ MEASUREMENTS
	ACHIEVED

YES/NO
	COMMENTS

	
	
	
	


	FINANCIAL ASPECTS

	INCOME ASSUMPTIONS
	Check of current and projected future situation and situation against business plan projection and previous year

	
	

	EXPENDITURE ASSUMPTIONS


	Check of current situation against business plan projection and previous year

	
	

	FINANCIAL POSITION
	Comment on financial strength of organisation – better/ worse and impact on sustainability of the project.

	
	


	ORGANISATIONAL CHANGES
	Description of any changes and any impact on the project, positive or negative.

	


	ANY OTHER CHANGES IN CIRCUMSTANCES
	Description of any other changes

	


	RECOMMENDATIONS


	From the above information summarise any changes or actions required.

	


