Application Form 
PREQUALIFICATION SCHEME: PERFORMANCE AND MANAGEMENT SERVICES
	All application material are to be prepared electronically. HAND WRITTEN APPLICATIONS WILL NOT BE ACCEPTED


Email is the preferred mode of delivery. Applications in electronic format should comply with the following procedures:
· 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 an MS WORD or Acrobat PDF file. 

· If necessary, a file may be split into parts, provided that:
· a logical sequence of components is sent; and
· each part is identified in the subject line of the email e.g. Part 1of 3, 2 of 3, and so on.
Please send completed applications by email to: PMS@services.nsw.gov.au 

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

· Two (2) copies are supplied, printed on plain white paper without any additional artwork, watermarks, colour, shading or logos; and
· Copies of all documentation requested in the application are attached to the printed application.
Please send completed applications by post to:
Manager

SCHEME APPLICATIONS

NSW Procurement
Department of Finance and Services
Level 10, McKell Building

2-24 Rawson Place

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

	A
	Organisation Details

	B
	Expertise (including Policy area experience)

	C
	Capability

	D
	Other NSW Government Procurement Panels

	E
	Insurance

	F
	Experience – Corporate History

	G
	Rates/Costs of Services

	H
	Applicant Referee Reports

	I
	Statement


APPLICATION DETAILS 

A. ORGANISATION DETAILS
The Applicant must provide contact details, details of the organisation’s status, management and key personnel including professional qualifications, registrations and accreditations.

	CONTACT DETAILS


	Service Provider’s Organisation Name 
	

	Contact Person
(regarding this application)
	

	Designation or Position Title of Contact Person
	

	Registered Business Address 
	

	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)
	

	Senior Management name and title
	e.g. Joe Bloggs, Managing Director

	Professional qualifications. registrations and/or accreditations
	

	Other Key Personnel name and title
	e.g  Jane Smith, Director

	Professional qualifications. registrations and/or accreditations
	

	<Please insert additional rows as required>



B. EXPERTISE
The Applicant must identify its:
· areas of substantial expertise by nominating the Work Types and Specialties in which it is seeking prequalification; and 
· policy or government portfolio areas in which the Applicant claims to have substantial expertise.
WORK TYPES AND SPECIALTIES

Applicants are to indicate in the schedule below by way of a ( in the right hand column of each relevant row, the work types and specialties in which prequalification is sought.
	The expertise and activities listed under Levels 1 & 2 in upper case are not exclusive of other expertise descriptions that an applicant may propose.

	1) PERFORMANCE REVIEW
	

	a) Agency Reviews
Examine agency appropriateness, effectiveness, efficiency and economy, including strategic and operational elements.
	

	b) Program Reviews
Examine program appropriateness, effectiveness, efficiency and economy in single or across multiple agencies. 
	

	c) Targeted Reviews
Examine factors leading to an agency not meeting budgetary or performance targets (eg State Plan).
	

	d) Management Reviews
Examine agency appropriateness and effectiveness in terms of strategic directions, leadership and structure.
	

	e) Functional Reviews
Examine a cross cutting function of government in all or a cluster of agencies such as recruitment, internal audit.
	

	f) Policy/Strategy Reviews
Examine the appropriateness of policy setting in an agency or policy cluster.
	

	g) Legislative/Regulatory Reviews
Examine the appropriateness of specific legislative or regulatory instruments. 
	

	2) INFRASTRUCTURE & MAJOR PROJECTS
	

	a) Strategy and Planning
	

	Financial and investment strategies; urban development; commercial property; public/private partnership strategy; environmentally sustainable development strategy; resource management; project definition, development and packaging.
	

	b) Risk
	

	Risk assessment and management; construction risk; due diligence.
	

	c) Major Project Procurement and Delivery
	

	Planning and process analysis; procurement review; supply chain review; strategic sourcing.
	

	d) Contracting
	

	Contract legal and drafting; contract negotiations; contract administration.
	

	e) Communication
	

	Stakeholder engagement; communication/technical writing.
	

	f) Project Management
	

	Project leadership and governance; project assurance.
	

	3) SERVICE DELIVERY IMPROVEMENT 
	

	a) Service Strategy and Planning 
	

	Customer/market research; service strategy development; service modeling; costing/pricing; demand management; commercialisation.
	

	b) Service Implementation
	

	Channels and access operation; service support systems; customer relationship management; complaint/compliments systems.
	

	c) Service Performance
	

	Indicators design; customer satisfaction; continuous improvement.
	

	d) Service Evaluation
	

	Service evaluation; service re-design.
	

	4) ORGANISATIONAL CAPACITY
	

	a) Governance and Reporting
	

	Program and project performance; performance improvement framework; service level agreements; benchmarking & best practice.
	

	b) Corporate and Business Strategy
	

	Strategic planning and development; corporate and shared services strategy; cultural mapping and profiling; customer service/channel strategy; information management; strategy facilitation and change management; business continuity; disaster recovery; logistics and supply chain strategy.
	

	c) Business Process Improvement
	

	Process mapping; business performance management; operational performance management; software application performance management; business process re-engineering.
	

	d) Communication
	

	Corporate communication; strategic communication; issues management; media and public relations; event management.
	

	e) Human Resources
	

	Workforce planning; human resources processes and systems; workplace relations; training and development; knowledge management; employee performance management; climate surveys; occupational health and safety.
	

	f) Financial Management
	

	Transaction management; strategic sourcing/procurement; accounting; taxation advice.
	

	g) Asset Management and Procurement
	

	Asset management; strategic sourcing; intellectual property.
	

	h) Office Services
	

	Business and administration support systems; records management; correspondence management.
	

	i) Audit & Assurance Services
	

	Internal audit; performance (operational audit); financial audit; compliance audit; general computer controls (including Information Systems Security); probity; strategic reviews; risk assessment & review; fraud control review; corruption prevention review; preparation and conduct internal audit plans & programs.
	

	j) Investigation Services
	

	Fraud investigation; corrupt investigation; conduct & performance investigation; grievance (including discrimination & harassment) investigation; forensic accounting; forensic IT investigation; forensic financial investigation.

	

	k) Agency Procurement Assessment (Goods and Services)
	

	Development and application of whole of organisation procurement capability reviews of personnel, processes and tools including high level specialist procurement expertise and experience including development of organisational KPIs (metrics) for strategic, tactical and operational procurement.
	

	        l)   Boards and Committees Membership Appointment Advisory Services
            Appointment advice to NSW Boards and Committees; search assistance.

	

	5) GENERAL TECHNICAL EXPERTISE 
	

	a) Policy Development
	

	Research – quantitative/qualitative; policy analysis; stakeholder engagement/management; consultation/facilitation.
	

	b) Business Cases Development
	

	c) Contracts and Contracting
	

	Tender preparation
	

	d) Project Governance and Management
	

	e) Issues Management 
	

	f) Financial Analysis
	

	Financial modeling; financial benchmarking.
	

	g) Economic Analysis 
	

	Resource modeling; value for money; willingness to pay; cost-benefit; benchmarking & best practice assessment; goal, process and outcomes evaluation.
	

	h) Budget management  
	

	Spend optimisation review & management; critical path assessment.
	

	i) Environment Impact Assessment
	

	6)    ICT CAPITAL INVESTMENT SERVICES 
	

	      a)   Project Assurance Advisors: ICT Strategic Plans and Business Cases
	

	      b)   Project Assurance Advisors: Project Quality Assurance Reporting Services
	


POLICY AREAS

Policy areas are used by the Departments to determine the breadth of expertise of the applicant.  For the Work Types and Specialties ticked in the above schedule indicate in the schedule below 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:
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Ageing & Disability
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Health
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Arts
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Housing 
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Central Government – Policy, Legislation,   Public Administration
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Justice
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Community Services
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Primary Industry
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Defence
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Public Employment/Workplace Relations
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Economic Services
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Sport and Recreation
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Education
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Taxation

	Emergency Services
	Transport

	Environment
	Utilities/Telecommunications


C. CAPABILITY

1. Work Type and Specialty

For each Work Type and Specialty in which the applicant is seeking prequalification, the applicant must provide a brief statement demonstrating the applicant’s capability.  This statement must be supported by completing the schedule of Experience – Corporate History in section F of this application listing relevant experience for the applicant’s Work Types and Specialties.

Specific Requirements for Work Type 4I and 4J
· For Audit & Assurance Services, applications must include, where applicable, demonstrated application of and compliance with professional standards from appropriate recognised professional bodies such as Institute of Chartered Accountants Australia (ICAA); CPA Australia (CPAA); Institute of Internal Auditors (IIA); Information Systems Audit & Control Association (ISACA).  
· For Investigation Services, applications must include, where applicable, that applicants hold appropriate master licenses or individual licenses for investigative activity such as Commercial Agent or Private Inquiry Agent (CAPI); license from NSW Police Force (or equivalent).
2. General Capability

The applicant must provide a written statement of no more than one page demonstrating the applicant’s capabilities under the following general criteria:

	Demonstrated capabilities and experience in all of the following:

	1. Well developed project leadership, planning and management skills.

	2. Demonstrated ability to provide high level strategic advice to government. 

	3. Good understanding of contemporary approaches to public sector administration and reform.

	4. Highly developed oral and written communication, consultation, negotiation and presentation skills to influence and gain agreement from diverse stakeholders.


D. OTHER NSW GOVERNMENT PROCUREMENT PANELS
The Applicant must identify whether it is registered on other NSW Government procurement panels or prequalification schemes:
	QUALIFICATION FOR OTHER NSW GOVERNMENT PROCUREMENT PANELS OR SCHEMES

	Audit & Risk Committee Independent Chairs & Members
	< See note below >

	Environmental
	

	Construction
	

	Project Management
	

	Other Services (Specify)
	


Restriction for applicants prequalified under the Audit & Risk Committee Independent Chairs & Members Scheme
Sole traders, or organisations that employ individuals, who are currently prequalified under the Prequalification Scheme: Audit & Risk Committee Independent Chairs and Members are ineligible to be prequalified under the Scheme.
 
This requirement is to avoid the potential for any conflict of interest, either perceived or actual, and maintain the independence of Members under the Prequalification Scheme: Audit & Risk Committee Independent Chairs and Members.
 

The is consistent with Treasury Policy Paper (TPP) 09-05: Internal Audit and Risk Management Policy for the NSW Public Sector which draws on the independence guidelines issued by the Accounting Professional and Ethical Standards Board as set out in APES 110 Code of Ethics for Professional Accountants. The latest version of this document was issued in December 2010 and was operative from July 2011.
E. INSURANCE
Applicants are required to maintain policies of insurance for Public Liability, Workers’ Compensation and Professional Indemnity. 
	PROOF OF CURRENCY OF INSURANCES

	1. Public Liability Insurance 

	2. Professional Indemnity insurance. Service Providers without Professional Indemnity Insurance will be excluded from some engagements (e.g. where there is a legal requirement for insurance under the Professional Standards Act).

	3. Workers’ compensation Insurance (if a company or an employer). The insurance policy must comply with Workers’ Compensation laws in NSW.


Copies of the broker’s certificates of currency for the above insurances should be attached to the application.
The adequacy of insurance coverage to meet the risk and any monetary limit that is set for the nature of an engagement will be determined by agencies at the time the service provider is engaged,

	The requested documents re insurance can either be:

· electronically inserted or pasted here; OR

· physically attached to the application in printed format.




F. EXPERIENCE - CORPORATE HISTORY
The Applicant is to provide evidence of business experience as a Service Provider in the areas nominated by the Service Provider for prequalification in section B of the Application form. 

Note: A list of at least three (3) consultancies undertaken in the last three (3) years is required in each of the Applicant’s key work areas and specialties preferably, but not limited to, NSW Government agencies. Where the Applicant was employed as a public servant in the last 24 months, then relevant work related referees can be provided to satisfy this requirement. 

	RELEVANT ENGAGEMENTS IN THE LAST THREE (3) YEARS
	Add further rows below to list additional engagements

(

	Engagement / Project

(a) Name of Engagement / Project

(b) Outline of work completed
	Work Type and Specialty
	Location

(if applicable)
	Engagement Fee
	Start Date
	End Date
	Client Organisation Name

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


G. RATES/COSTS OF SERVICES
For the purpose of assessment, a detailed breakdown of proposed charges and flexible fee structure proposals must be provided. This may include a range of fees for different services and personnel that may be engaged in an assignment. 

Work allocated to Service Providers will be the subject of a separate engagement agreement in each matter.  It is expected that each engagement agreement will reflect competitive rates for the particular task and the nature and extent of the services to be provided at that time.

	DETAILED BREAKDOWN OF PROPOSED CHARGES AND PROPOSALS FOR FLEXIBLE FEE STRUCTURE


a. Hourly rates
What is the hourly rate for type of service and personnel? 

	Service type (eg financial, infrastructure)
	Level of personnel (eg analyst, partner)
	$         per hour 

           (or daily rate)

	
	
	

	
	
	


b. Costing basis
Does the applicant propose to cost out all work on a time-spent basis?  If not, specify the charges for work which would be costed out on a different basis. 

	


c. Disbursements and charges
Provide details of any proposed disbursements charges such as photocopying, facsimile, delivery, telephone, searching fees, transport and couriers. 

	


d. Waiting and travelling time
Does the applicant propose to charge for time spent waiting or travelling and if so on what basis?

	


e. Alternative Costing Proposals
Does the applicant propose any other costing system it believes might be advantageous for engaging agencies to consider?  If so provide full details. 

	


	Settlement Discounts

Applicants should note that the Government’s normal Terms of Payment are within 30 days of the receipt of a properly rendered invoice.

Applicants should indicate the settlement discount offered:

(a) ________% for payment within 14 days from the date of receipt of invoice.

(b) ________% for payment within ______ days from the date of receipt of invoice. 

If this condition is not completed, the prices offered will be deemed to be in accordance with the Government’s normal Terms of Payment.



H. APPLICANT REFEREE REPORTS

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

All applicants are required to provide evidence of client satisfaction based on engagements completed in the last three years in the work types and specialties relevant to those offered under this application, as listed in section B of the Application form. 

Evidence must be provided in the form of the Applicant Referee Report provided below. Three (3) Applicant Referee Reports are required to be provided. Copies of signed Applicant Referee Reports must be attached to the Application form. 

Where a Client Referee is reporting on more than one engagement, a separate Applicant Referee Report must be used for each engagement.  

Applicant Referee Reports will only be considered:

· for completed engagements where a fee in full has been paid by the client to the Service Provider;

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

· where the engagement was in an area listed in Section B of the Application form;
· where the Applicant Referee Reports (showing key performance areas) have been submitted; and

· where reports are complete including the specific signatures requested.

DPC and DFS may choose to contact a Client Referee to verify or clarify any aspect of the Applicant Referee Reports submitted by a Service Provider in support of their Application in assessing eligibility for membership to 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
PREQUALIFICATION SCHEME: PERFORMANCE AND MANAGEMENT SERVICES
This report must be completed by the Client Referee on the Client’s Company Letterhead. This report may be used to assist in assessing the suitability of a Service Provider for the Scheme. The NSW Department of Premier and Cabinet (DPC) and/or the NSW Department of Finance and Services (DFS) may contact the Client Referee to verify or clarify aspects of this Report.

Note: Engagements must have been completed in the last three years.
ENGAGEMENT DETAILS

	Service Provider’s Organisation Name:
	

	Service Provider’s Contact Person:
	
	Phone:
	

	Engagement / Project Name:
	

	Engagement Description:
	

	Date Engagement Commenced:
	

	Date Engagement 
Completed:
	

	Total Fee for this engagement (including GST):
	$





ASSESSMENT

	As the client who paid for this service, how well did the SERVICE PROVIDER meet your expectations?


	N/A
	Unsatisfactory
	Marginal
	Acceptable
	Good
	Superior

	1. 
	Time Management     
e.g. meeting milestones, resourcing, planning, reporting
	
	
	
	
	
	

	2. 
	Management & suitability of personnel
e.g. skills, experience, sufficient number, appropriate seniority used
	
	
	
	
	
	

	3. 
	Standard of Service     
e.g. meeting brief, budget, value for money, no rework, supervision, no over servicing or under servicing
	
	
	
	
	
	

	4. 
	Quality Outcomes
e.g. accuracy, usability and effectiveness of results
	
	
	
	
	
	

	5. 
	Cost
actual cost did not exceed cost estimate without prior agreement
	
	
	
	
	
	

	6. 
	Communications
appropriate level of reporting
	
	
	
	
	
	

	7. 
	Information Technology
IT used where appropriate to increase efficiency and reduce costs
	
	
	
	
	
	

	8. 
	Cooperative Relationships
e.g. Cooperative approach, commitment, resolving issues
	
	
	
	
	
	

	9. 
	Recommendation for Future Work
Would you recommend the Service Provider for similar type of work?
	Yes (
	
	No (
	


Additional Comments on the Service Provider’s performance

	< comments may be extended as required>



Signed (by Client) e.g. General Manager, Director, Senior Project Manager

	Name:
	
	Signature:
	

	Title:
	

	Date:
	

	Tel No:
	
	Mobile No:
	

	E-mail:
	


	Delivery Instructions
The Applicant Referee Report is to be forwarded by the Client to the Service Provider.  The Service Provider is to include all Applicant Referee Reports in their application to form a single and complete submission.



I. 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
	Expertise (including Policy area experience)

	C
	Capability

	D
	Other NSW Government Procurement Panels

	E
	Insurance

	F
	Experience – Corporate History

	G
	Rates/Costs of Services

	H
	Applicant Referee Reports

	I
	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:
	

	Position Title:
	

	Date:
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