SCHEDULE 1

PREQUALIFICATION SCHEME: AUDIT AND RISK COMMITTEE INDEPENDENT CHAIRS AND MEMBERS 2009 - 2012
APPLICATION FORM

All application material to be prepared electronically (e.g. as a WORD document).
	HAND WRITTEN APPLICATIONS WILL NOT BE ACCEPTED


Email is the preferred mode of delivery - your assistance is sought in submitting your application in electronic format by email as follows:

· Complete the application form using MS WORD (or compatible software application).

· Include requested copies of documents, such as Client Referee Reports, etc. These may be scanned and electronically inserted or pasted into the WORD document in the Application Form as images.

· Attach the completed application to the email as a single electronic file being either a MS WORD or Acrobat PDF file. 

· If necessary, a file may be split into parts, provided that:
· a logical sequence of components is sent in sequential order.

· each part is identified in the subject line of the email e.g. Part 1of 3, 2 of 3, etc.
Please send the completed application form to: auditriskmembers@services.nsw.gov.au 

Applications may be submitted by post or hand delivered in hard copy form, provided that:

· Five (5) copies are supplied, printed on plain white paper without any additional artwork, watermarks, colour, shading or logos;
· Copies of all documentation requested in the application are attached to the printed application, and
· A electronic copy of the application is also provided.
Please send applications by post to:
General Manager, Accreditation

SCHEME APPLICATIONS

Policy Support Services

Department of Services, Technology & Administration
Level 11, McKell Building

2-24 Rawson Place

SYDNEY NSW 2000
Only applications which fully satisfy all of the requirements set out below will be considered:
	Item
	Mandatory Criteria and Requirements

	A
	Organisation Details

	B
	Policy Areas

	C
	Capability

	D
	Experience – Corporate History

	E
	Applicant Referee Reports

	F
	Statement


APPLICATION DETAILS 

A. APPLICANT/ORGANISATION DETAILS

The Applicant is to provide contact details and, where applicable, details of the organisation’s status, management and key personnel including professional qualifications, registrations and accreditations.

	CONTACT DETAILS

	Name 
	

	Organisation Name
	

	Position Title 
	

	Registered Business Address (if applicable)
	

	Postal Address
	

	Phone 
	
	Mobile
	

	Fax
	
	Email
	

	ORGANISATION STATUS

	Type of Organisation
	Sole Trader (
	
	Company (
	
	Partnership (
	

	Other Type (describe)
	

	Date Established
	

	Australian Company Number (ACN)
	

	Australian Business Number (ABN)
	


B. POLICY AREAS
The Applicant is to identify policy and/or government portfolio areas in which the Applicant claims to have substantial expertise.
Policy areas are used by the Departments to determine the breadth of expertise of the applicant.  Applicants are to indicate in the schedule below by way of a ( in the right hand cell of each relevant row the policy area(s) in which the applicant claims to have substantial expertise.
	DEMONSTRATED EXPERIENCE AT COMMONWEALTH, STATE OR LOCAL GOVERNMENT LEVEL IN ONE OR MORE OF THE FOLLOWING:

	[image: image1.emf] 

 

Community Services
	[image: image2.emf] 

 

Utilities/Telecommunications

	[image: image3.emf] 

 

Ageing and Disability
	[image: image4.emf] 

 

Sport and Recreation

	[image: image5.emf] 

 

Housing
	[image: image6.emf] 

 

Arts

	[image: image7.emf] 

 

Health
	[image: image8.emf] 

 

Environment

	[image: image9.emf] 

 

Education
	[image: image10.emf] 

 

Emergency Services

	[image: image11.emf] 

 

[image: image12.emf] 

 

Justice
	[image: image13.emf] 

 

Central Government – Policy, Legislation, Public Administration 

	[image: image14.emf] 

 

Economic Services
	Public Employment/Workplace Relations

	Primary Industry
	Taxation

	Transport
	All of the above 


C. CAPABILITY

The capability of Applicants for inclusion on the Panel will be assessed against the criteria listed below. For each criterion, each applicant must provide up to one (1) page of information as to how they meet it. 

All applicants must complete section 1 Audit and Risk Committee member. If applying for prequalification as an Audit and Risk Committee chair, section 2. Audit and Risk Committee chair must also be completed. 

1. 
Audit and Risk Committee member (to be completed by all applicants)
1. Extensive senior level experience in governance and management of complex organisations, an ability to read and understand financial statements and a capacity to understand the ethical requirements of government (including potential conflicts of interest). 

2. Functional knowledge in areas such as: enterprise risk management; performance management; human resources management; internal and external auditing; financial reporting; accounting; management control frameworks; financial internal controls; governance (including planning, reporting and oversight); or business operations. 

3. A capacity to form independent judgements and willingness to constructively challenge/question management practices and information. 

4. A professional, ethical approach to the exercise of their duties and the capacity to devote the necessary time and effort to the responsibilities of a member of an Audit and Risk Management Committee. 

5. Possession of a relevant professional qualification or membership (e.g. Certified Internal Auditor, Certified Practicing Accountant, Certified Practicing Risk Manager, Chartered Accountant, Member of the Australian Institute of Company Directors (MAICD)) is desirable.

2.
Audit and Risk Committee chair

1. Leadership qualities and the ability to promote effective working relationships in complex organisations.

2. An ability to communicate complex and sensitive assessments in a tactful manner to chief audit executives, senior management, board members and Ministers. 

3. A sound understanding of:

a) the principles of good organisational governance and capacity to understand public sector accountability, including financial reporting; 

b)  internal audit operations, including selection and review of chief audit executives; and

c) risk management principles. 

D. EXPERIENCE - CORPORATE HISTORY

List all relevant Committee Roles in progress in the previous 3 years for the Committee Roles sought for pre-qualification, including any Audit and Risk Committees within the NSW Public Sector. 

	RELEVANT CHAIR AND COMMITTEE MEMBER ROLES IN THE LAST THREE (3) YEARS
	Add further rows below to list additional engagements

(


	Organisation 
	Name of Committee 
	Role 
	Engagement Fee (p.a.)
	Start Date
	End Date 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


E. APPLICANT REFEREE REPORTS

	EVIDENCE OF CLIENT SATISFACTION BASED ON ENGAGEMENTS COMPLETED IN THE LAST THREE (3) YEARS 


All applicants are required to provide evidence of client satisfaction based on relevant roles undertaken in the last three years, as listed in section D. 

Evidence must be provided in the form of the Applicant Referee Report provided below. 

Three Applicant Referee Reports are to be provided. Copies of signed Applicant Referee Reports must be attached to the Application form. 

Applicant Referee Reports will only be considered:

· where the engagements were completed in the last three (3) years;

· where the Applicant Referee Reports (showing key performance areas) have been submitted; and

· where reports are complete including the specific signatures requested.

IMPORTANT: Applicants must provide Applicant Referee Reports and demonstrate recent history of consistent good performance in order to meet the mandatory requirements.

The Departments may choose to contact a Client to verify or clarify any aspect of Applicant Referee Reports submitted by an Applicant in support of their Application in assessing eligibility for membership of the Scheme. Engaging agencies may also contact these or other referees relevant to a particular assignment. 

Where the Applicant was employed as a public servant in the last 24 months, relevant work related referees can be provided to satisfy this requirement. 

	 CLIENT LETTERHEAD is to be Positioned or Aligned or Inserted or Attached HERE
(The Client Company Name, Address, ABN and Logo is to be clearly visible)


APPLICANT REFEREE REPORT

This report may be used to assist in assessing the suitability of an Applicant for the Prequalification Scheme – Audit and Risk Committee Independent Chairs and Members. 

	Assessment Committee members may contact the referee to verify or clarify aspects of this Report


	Applicant Name
	

	Organisation Name
	
	Phone
	

	
	

	In what context do you know the applicant (Briefly describe)
	

	Date Commenced
	
	Date Completed
	

	Total Fee for service to Applicant 
	
$


(including GST )


	
	
	
	
	N/A
	Unsatisfactory
	Marginal
	Acceptable
	Good
	Superior

	
	Please rate the Applicant against the following criteria 

	(
	
	
	
	
	
	

	
	
	Role
	
	
	
	
	
	
	

	1. 
	Extensive senior level experience in governance and management of complex organisations. 
	
	
	
	
	
	

	2. 
	An ability to read and understand financial statements.
	
	
	
	
	
	

	3. 
	A capacity to understand the ethical requirements of government (including potential conflicts of interest).
	
	
	
	
	
	

	4. 
	Functional knowledge in areas such as: 
	
	
	
	
	
	

	
	a) enterprise risk management
	
	
	
	
	
	

	
	b) performance management
	
	
	
	
	
	

	
	c) human resources management
	
	
	
	
	
	

	
	d) internal and external auditing
	
	
	
	
	
	

	
	e) financial reporting
	
	
	
	
	
	

	
	f) accounting
	
	
	
	
	
	

	
	g) management control frameworks
	
	
	
	
	
	

	
	h) financial internal controls
	
	
	
	
	
	

	
	i) governance (including planning, reporting and oversight)
	
	
	
	
	
	

	
	j) business operations
	
	
	
	
	
	

	5. 
	A capacity to form independent judgements and willingness to constructively challenge/question management practices and information. 
	
	
	
	
	
	

	6. 
	A professional, ethical approach to the exercise of their duties.
	
	
	
	
	
	

	7. 
	The capacity to devote the necessary time and effort to the responsibilities of a member of an Audit and Risk Management Committee.
	
	
	
	
	
	


	
	
	
	
	N/A
	Unsatisfactory
	Marginal
	Acceptable
	Good
	Superior

	
	Please rate the Applicant against the following criteria 


	(
	
	
	
	
	
	

	
	
	Committee Chair Role
	
	
	
	
	
	
	

	1. 
	Leadership qualities and the ability to promote effective working relationships in complex organisations.
	
	
	
	
	
	

	2. 
	An ability to communicate complex and sensitive assessments in a tactful manner to chief audit executives, senior management, board members and Ministers. 
	
	
	
	
	
	

	3. 
	A sound understanding of:

a) the principles of good organisational governance and capacity to understand public sector accountability including financial reporting; 

b)  internal audit operations, including selection and review of chief audit executives; and

c) risk management principles. 
	
	
	
	
	
	


Comments on Applicant’s Performance (may be expanded to extend over to another page)
	


Signed (by Client) e.g. Chair of Board
	Signature
	
	Name 
	

	Date
	
	Position Title
	

	Tel
	
	Mob
	
	e-mail
	


	Delivery Instructions: To be forwarded by the Client to the Applicant.  (The Applicant is to include all Applicant Referee Reports in their application to form a single and complete submission.)


F. STATEMENT

	COMPLETE AND ACCURATE INFORMATION


This Statement is to be signed and dated to verify the completeness and authenticity of the information provided in the Application. The Statement must be signed by a director of a company, partner of a partnership or sole trader, as applicable to the Applicant’s business arrangements.  Applications which are incomplete or found to be misleading or inaccurate may not be further considered.

	Item
	Mandatory Criteria and Requirements

	A
	Organisation Details

	B
	Policy Areas 

	C
	Capability

	D
	Experience – Corporate History

	E
	Applicant Referee Reports

	F
	Statement


As the Director/Partner/Sole Trader of the firm submitting this application, I confirm the completeness and authenticity of the information provided in this application.

	Signature of Applicant
(a scanned signature is acceptable)
	

	Name of above Applicant as per Signature
	

	Position Title
	

	Date
	


	End of Document
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