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What is this checklist about?

This checklist is designed to help service providers in preparing and completing their application form for admission into the Prequalification Scheme: Performance and Management Services (the Scheme).

Only applications that fully satisfy all of the requirements in the application form will be assessed. Therefore, it is imperative that applicants carefully read, understand and address what is asked for. Applications that are incomplete or found to be misleading may not be further considered.

The applicants should also refer to the following documents when preparing their application:

· Guidelines for Applicants
· Scheme Conditions

For more detailed guidance, contact NSW Procurement through email at consultantprequal@services.nsw.gov.au 




	PREQUALIFICATION SCHEME: PERFORMANCE AND MANAGEMENT SERVICES

	CHECKLIST FOR APPLICANTS

	

	

	Service Provider Name:
	 
	
	 

	 
 
 
 
 
 

	

	NOTE: If you mark 'NO' to any of the items below, your application may not be further considered or deemed non-compliant in which case additional information and/or clarification may be requested from you by DFS.  This can lead to delays in the processing and assessment of your application.

	
	
	
	

	A. ORGANISATION DETAILS
	Yes
	 
	No

	Have you nominated an appropriate contact person at your organisation?
	 
	 
	 

	Have you included correct and complete contact details? (phone, mobile, e-mail) 
	
	
	

	Have you included the following details of your entity’s key personnel and management?
 
	 
	 
	 

	- name
 
	 
	 
	 

	- position title
	 
	 
	 

	- professional qualifications
	 
	 
	 

	- registration and accreditation
 
	 
	 
	 

	
	 
	 
	 

	B. EXPERTISE 
	Yes
	
	No

	Have you selected the work types and specialties for which you have a substantial expertise?
	 
	 
	 

	Have you selected the policy areas for which you have a substantial expertise?
	 
	 
	 

	
	
	
	

	C. CAPABILITY
	Yes
	
	No

	Based on the work types and specialties selected in Part B – Expertise, have you provided summary statements that demonstrate your capability in EACH of the area selected?
	 
	 
	 

	If you have selected (4I) Audit and Assurance Services, have you addressed the specific criteria specific to this specialty?
	 
	 
	 

	If you have selected (4J) investigation Services, have you addressed the specific criteria specific to this specialty?
	 
	 
	 

	Have you provided summary statements that demonstrate your capability on ALL of the following general criteria?
	 
	 
	 

	- Well developed project leadership, planning and management skills
	 
	 
	 

	- Ability to provide high level strategic advice to government
	 
	 
	 

	- Good understanding of contemporary approaches to public sector administration and reform
	 
	 
	 

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

	
	
	
	

	D. OTHER NSW GOVERNMENT PROCUREMENT PANELS
	Yes
	
	No

	Are you registered in any other NSW Government Procurement Panel?
	 
	 
	 

	If yes, have you noted this in the application form?

	 
	 
	 

	
	
	
	

	
	
	
	

	NOTE: If you are a member of the Prequalification Scheme: Audit and Risk Committee Independent Chairs and Members, you are ineligible for admission to the Prequalification Scheme: Performance and Management Services.
	 
	 
	 

	
	
	
	

	
	
	
	

	E. INSURANCES
	Yes
	
	No

	Do you have existing policies for the following?
	 
	 
	 

	- Public Liability Insurance
	
	
	

	- Professional Indemnity Insurance
	
	
	

	- Workers Compensation Insurance (for companies or employers)
	 
	 
	 

	Are the above policies under the same name as the entity applying for prequalification?
	
	
	

	Have you provided copies of certificates of currency for ALL of the above insurance policies?
	 
	 
	 

	
	
	
	

	F. EXPERIENCE – CORPORATE HISTORY
	Yes
	
	No

	Based on the work types and specialties selected in Part B – Expertise, have you provided at least three consultancies undertaken in EACH of the area selected to support the capability described in Part C – Capability and further demonstrate the expertise in that area?
	 
	 
	 

	Are the sample engagements above completed in the last three years? (Please note that on-going engagements will not be given consideration)

	 
	 
	 

	Have you described the engagements in detail by providing the following information?
	 
	 
	 

	- Work type and specialty that the engagement relates to
	
	
	

	- Engagement name and outline of work completed
	
	
	

	- Name of Client organisation and location of engagement / client
	
	
	

	- Engagement fees
	 
	 
	 

	- Start and end date engagement
	
	
	

	
	
	
	

	G. RATES/COSTS OF SERVICES
	Yes
	
	No

	Have you provided a detailed breakdown of your proposed fee structure? 
	 
	 
	 

	Have you provided details on costing basis, disbursements and other alternative costing proposals?
	 
	 
	 

	NOTE: The fees that you quote in the application form shall remain firm for an initial 24 month period.
	 
	 
	 

	
	 
	 
	 

	H. APPLICANT REFEREE REPORTS
	Yes
	
	No

	Have you included in your application at least three referee reports on completed projects? (Please note that on-going engagements will not be given consideration)
	 
	 
	 

	Are the engagements for which referral is made completed in the last three years?
	
	
	

	Are the engagements for which referral is made been paid in full by the client?
	
	
	

	Have your referees used the Applicant Referee Report template?
	
	
	

	Have your referees indicated your organisation name and the contact person at your organisation in the referee report?
	
	
	

	Are the referee reports signed by the appropriate person at the client organisation?
	
	
	

	
	
	
	

	I. STATEMENT
	Yes
	
	No

	Has the application been signed by an appropriate officer? (Director/Partner/sole trader)
	
	
	

	
	
	
	

	GENERAL
	Yes
	
	No

	Have you read the Scheme Conditions and Guidelines for Applicants?
	
	
	

	Has the form been completed electronically? (no hand written sections)
	
	
	

	Have you included all attachments with the application form? (insurance, referee reports, etc) 
	
	
	

	Have you submitted the application by email to consultantprequal@services.nsw.gov.au? (this is the preferred approach)
	
	
	

	Alternatively, if sending by post, have you made two copies of the entire application form including all attachments/
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