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CAE Supplier Certification Questionnaire
In order to appear on the CAE certified industry supplier lists, please respond to the following questionnaire. If you have difficulty completing the form, please do not hesitate to contact us for assistance.
	A
	Company Details

	A.1
	Full legal name of the company:
	

	A.2
	Business address:
	

	A.3
	Fixed telephone numbers:
	

	A.4
	Website:
	

	A.5
	Fax number:
	

	A.6
	
	Name
	Title
	Cellphone
	E-mail

	
	Primary contact:
	
	
	
	

	
	Secondary contact:
	
	
	
	

	A.7
	Copy of the diário da república:
	ANNEX

	A.8
	Please provide a copy of your Angolan Ministry of Finance Tax ID card with tax number (NIF).
	ANNEX

	A.9
	Please provide a copy of your licence to operate legally in Angola (ALVARA).
	ANNEX

	A.10
	Type of company (i.e. Corporation, Private Company, Partnership, State-owned, Govt. Agency, Other):
	

	A.11
	How many years has the company operated under the current name?
	

	A.12


	If your company is a Joint Venture with a foreign partner, please provide details including the names of partner companies and their percentage of ownerhsip. 
	

	A.13
	What is the principal line of business that your company intends to register in CAE? Plese choose only from active business line (limit 2).  To register additional lines of business, fill out the supplemental lines of business form.
	

	A.14
	Please list any other lines of business (not mentioned in A.13) in which your company has active operations.
	

	A.15
	Please list all of the locations (cities) in which you have offices or branches. 
	


	B
	Human Resources

	B.1
	Please provide an organizational chart that defines the work roles and reporting relationships of key personnel within your company.
	ANNEX

	B.2
	Please provide a list of the number of personnel (permanent employees only) currently employed in the following functions:

	

	
	
	Administrative
	Professional
	Skilled
	Unskilled
	TOTAL
	

	
	Full-time
	
	
	
	
	
	

	
	Part-time
	
	
	
	
	
	

	
	TOTAL (Full-time + Part-time)
	
	
	
	
	
	

	
	Sub-contractors
	
	
	
	
	
	

	

	B.3
	Please list the number of permanent employees employed with your company for the last three (3) years.
	2005
	2006
	2007

	
	
	
	
	

	B. 4
	Please provide a copy of your employee handbook.
	ANNEX

	B.5
	Do you have a company policy on ethics? How is its application monitored and by whom?
	ANNEX

	B.6
	What type of work do other companies perform for you as subcontractors? Please list subcontracting companies and describe the work they do.
	


	C
	Financial Information

	
	Please provide the following financial documents for review:

	C.1
	The company’s annual profit/loss for each of the last three (3) fiscal years:
	2005
	2006
	2007

	
	
	
	
	

	C.2
	The company’s annual reports for the last three (3) fiscal years (including annual balance sheets, profit/loss statements, and cash flow statement). 
	ANNEX

	C.3
	The company’s tax statements (DAR) for the past three (3) fiscal years 
	ANNEX

	C.4
	Please list all assets (factory, equipment, materials) pertinent to the principal operations. 
	ANNEX


	D
	Experience and References

	D.1
	Please list clients with whom you are providing products/services (include all ongoing contracts). Attach an extra sheet if necessary.
	

	D.2
	Have you had a contract canceled by a client in the last three (3) years?  If so, please explain with details.
	

	D.3
	Please list the three (3) largest clients with whom you have provided similar product/services over the past two years.  
	
	
	

	D.4
	Have you ever had a contract with the oil industry?  If so, please provide the date and the name of the company.
	


	E
	Health, Safety, Security & Environment (HSSE) & Quality System

	E.1
	Do you have a company HSSE policy?
	

	E.2
	Does your company have a safety manual? Does it cover training, accident prevention, safety audits, record keeping and analysis? 
	ANNEX

	E.3
	Do you have a company environmental management policy?  Do you have documented procedures for handling hazardous materials and disposal of wastes that are consistent with this policy?
	ANNEX

	E.4
	Do you have a company policy on quality assurance? Please attach a description of this system.

	ANNEX


	F
	Procurement

	F.1
	Please describe the company system for purchasing products or services from suppliers. Attach an extra sheet should you need.
	

	F.2
	Please provide a list of your main suppliers.
	


	G
	Local Content

	G.1
	Please provide the local content of your company (goods manufactured or assembled, &/or services provided in Angola). Use a separate sheet if necessary. Clearly indicate the percentage of Angolan staff working for the company.
	%  Pessoal Angolano
	Bens fabricados ou Serviços Efectuado em Angola

	
	
	
	

	G.2
	Do you provide any training programs for Angolans with the view to occupy Leadership positions within the company? If so, please provide details.
	

	G.3
	Have you (or your company) been involved in any alleged violation of the Angolan Law or human rights? If so, please provide brief details.

	


	H
	Administrative

	H.1
	Please describe your company’s process for issuing a quote as well as the service delivery process.  If available, please attach a sample example of a pro-forma used by your company. 
	

	H.2
	Please provide a sample of your billing (invoice?).
	ANNEX

	H.3
	Please provide a copy of the company’s liability insurance certificate
	ANNEX


	I
	Marketing

	I.1
	Please attach the business cards of the primary and secondary contact mentioned in A.6.
	ANNEX

	I.2
	If available, please provide the following marketing materials: pamphlets or brochures, letters of introduciton, catalogs, and Power Point presentations.
	ANNEX

	I.3
	Does the company conduct client satisfaction surveys?  Do you have market research? When were these studies conducted and what were the results? Please provide a copy of the results.
	ANNEX

	1.4
	Please attach a copy of the company’s SWOT analysis.
	ANNEX


I certify that the information provided in this questionnaire is true to the best of my knowledge and that any misleading or untrue information may disqualify the company.
Completed by:

_____________________________________________

For and on behalf of:
_____________________________________________

Signature:

_____________________________________________

Title:


_____________________________________________

Date:


_____________________________________________
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