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APPLICATION FORM:

PREQUALIFICATION
Contractor Prequalification and Best Practice Accreditation Scheme 2011-2014

FOR CONSTRUCTION AND RELATED WORK 

VALUED $0.5M AND OVER
	Application acceptance
	Prior to and during the life of the Scheme 

	Scheme commences
	1 July 2011

	Scheme concludes
	30 June 2014


	Please lodge the completed application form to :

constructionsuppliers@services.nsw.gov.au  

	Alternatively by Post to:

CONTRACTOR PREQUALIFICATION APPLICATIONS

Senior Manager

Policy Support Services

Department of Finance & Services

Level 10, McKell Building

2-24 Rawson Place

SYDNEY NSW 2000
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	IMPORTANT INSTRUCTIONS TO APPLICANTS

1. Read the following documents
· GUIDELINES FOR APPLICANTS: PREQUALIFICATION.
· SCHEME CONDITIONS
· APPLICATION FORM: PREQUALIFICATION (this document)
2. Conduct a preliminary self-assessment of the firm’s eligibility based on the documents above.
3. Complete the PREQUALIFICATION ELEGIBILITY CHECKLIST in the GUIDELINES FOR APPLICANTS: PREQUALIFICATION. Where the firm is not eligible to apply for Prequalification, the firm is to take actions required to become eligible.
4. Complete the application form: APPLICATION FORM: PREQUALIFICATION (this document) only if the firm’s preliminary self assessment and PREQUALIFICATION ELEGIBILITY CHECKLIST outcomes indicate that the firm is able to meet the requirements for Prequalification

Place the name of the company and date of application in Table 1: Applicant ID which is located on the top of the front title page (page 1) of this application 

5. The document is to be completed electronically - hand written applications will not be accepted. 

6. Conduct an independent internal review of the completed application to ensure accuracy and completeness. 
7. Ensure that the application has been signed.

8. Submit the completed application by email or post:



	HAND WRITTEN APPLICATIONS WILL NOT BE ACCEPTED


COMPLETION REQUIREMENTS

The completion requirements provide important instructions to firms preparing their application for Prequalification. Please read these instructions carefully to enable the streamlining of your application preparation.
New applicants
Firms who are not yet prequalified with the Department are to complete all Schedules as indicated below.

Prequalified firms

Firms who are prequalified and are seeking to increase the Financial Limit of their prequalification are to complete only those Schedules as indicated below. 

	Sched No.
	Schedule Name
	Firms who are not yet prequalified
	Firms who are prequalified and seeking increase to their Financial Limit

	1. 
	IDENTIFICATION OF LEGAL ENTITY
	Required
	Only if changed

	2. 
	CONTACT PEOPLE
	Required
	Only if changed

	3. 
	MANAGEMENT & PERSONNEL
	Required
	Only if changed

	4. 
	WORK PREFERENCES
	Required
	Required

	5. 
	EXPERIENCE
	Required
	Required

	6. 
	FINANCIAL DETAILS
	Required
	Required

	7. 
	ADDITIONAL DETAILS
	Required
	Only for firms currently below $10M seeking increase to over $10M for parts 2 & 6

	8. 
	LIST OF EXTERNAL PERFORMANCE REPORTS
	Required
	Required

	9. 
	CLIENT REFEREE REPORTS
	Required
	Required

	10. 
	APPLICANT STATEMENT
	Required
	

	11. 
	SELF-ASSESSMENT
	Required
	

	12. 
	COVERING LETTER
	Required
	

	13. 
	IMPROVEMENT & FEEDBACK
	Required
	


	Refer to GUIDELINES FOR APPLICANTS: PREQUALIFICATION and SCHEME CONDITIONS to support application preparation.


	 SCHEDULE 1:
IDENTIFICATION OF LEGAL ENTITY



Registered Name of Applicant:  

Trading Name: (Only if applicable) 
Australian Business Number (ABN): 

Australian Company Number (ACN):

Type of Legal Entity:

[   ] Sole Trader
[   ] Partnership 
[   ] Company


[   ] Other (specify) 
……………….………………………………………………...

Business Address:


Postal Address: (If different to above)

Telephone Number:                                          

Facsimile Number:  

Email address:

Website address: 

Is the Company involved in any Trust relationships?  If yes give full details.

	


Names, ABNs and ACNs of Related, Associated or Subsidiary business entities: (Only where applicable)

	


	SCHEDULE 2:
CONTACT PEOPLE


CONTACT DETAILS

	
	Prequalification and Best Practice Contact 
	Financial 
Contact 
	Tendering Contact(s) 

	
	
	
	Head Office
	Other Offices

	Name 
	
	
	
	

	Position
	
	
	
	

	Street Address 
	
	
	
	

	Telephone
	
	
	
	

	Facsimile 
	
	
	
	

	Mobile
	
	
	
	

	Email 
	
	
	
	


Notes:

Financial Contact: for financial assessment matters; and 

Tendering Contact (s): for matters related to invitation of selective tendering opportunities, if successful in prequalification.

	SCHEDULE 3:
MANAGEMENT & PERSONNEL


List Directors, Partners, Managers and Company Secretary.

	Name
	Position
	Other firms currently

associated with

	
	
	

	
	
	

	
	
	

	
	
	


Qualifications and experience of senior management and key technical staff, including those listed above.  Separate details to be provided for each person.  Attach additional pages if insufficient space.

	Name:
	

	Qualifications:
	

	Associations:
	

	Professional Experience - include Employers and Projects associated with
(Brief description only):
	


	Name:
	

	Qualifications:
	

	Associations:
	

	Professional Experience - include Employers and Projects associated with
(Brief description only):
	


	Name:
	

	Qualifications:
	

	Associations:
	

	Professional Experience - include Employers and Projects associated with
(Brief description only):
	


Please attach any additional sheets and other supporting information required, including evidence of compliance with the Scheme requirements.
	SCHEDULE 4:
WORK PREFERENCES 


The following map of the New South Wales shows zonal boundaries. Each geographical zone represents a group of local government areas.  
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Notes:

The Table below identifies each geographical zone and corresponding work areas description where tendering opportunities may be offered under the Scheme. 

Mark (() in the table below to indicate your preference for responding to tendering opportunities in the respective geographical zone(s), financial range(s) and contract system(s).
Abbreviations: DCM: Design Construct Maintain;  MC: Managing Contractor; C: Construction; DC: Design & Construct

	Zone
	
	
	
	Category - Financial Range  - Contract System

	
	Work Areas Description
	
	
	
	Building Works
	
	
	Fitout and Refurbish
	
	
	Civil Works
	

	
	
	$10m & Over
	$10m & Over
	$0.5m to $1m
	$1m to $10m
	$10m & over
	$0.5m to $1m
	$1m to $10m
	$10m & over
	$0.5m to $1m
	$1m to $10m
	$10m & over

	
	
	DCM
	MC
	C
	DC
	C
	DC
	C
	DC
	C
	DC
	C
	DC
	C
	DC
	C
	DC
	C
	DC
	C
	DC

	1
	Sydney Basin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2a
	Hunter New England – Lower
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2b
	Hunter New England – Upper
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	North Coast
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	South Coast
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5a
	Riverina Western - East
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5b
	Riverina Western - Central
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5c
	Riverina Western - West
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	Specialities
	
	
	Heritage
	
	
	
	
	
	
	Water Infrastructure

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Modular Building
	
	
	
	
	
	
	Wastewater Treatment

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	SCHEDULE 5a:
EXPERIENCE – BUILDING


Provide details of all BUILDING CONTRACTS currently under construction or completed in the last two years for the Department and other organisations. Include details of the BUILDING CONTRACTS of any type in the financial range/s sought, including housing, units or commercial buildings. Also indicate the details of BUILDING CONTRACTS recently awarded where construction has not yet commenced.

	Project Description 

(indicate specialisation 
where applicable 
i.e. “HERITAGE” or “MODULAR BUILDING”)
	Location
	Contract System
	Client Organisation
	Client’s Contact Person and
Phone Number
	Contract Value

(in $ ‘000)
	Contract Duration (weeks) with Percent Completed to date 
	Date of Actual Completion or Anticipated Completion

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Attach additional pages if required.

	SCHEDULE 5b:
EXPERIENCE – FITOUT & REFURBISHMENT


Provide details of all FITOUT AND REFURBISHMENT CONTRACTS currently under construction or completed in the last two years for the Department and other organisations. Include details of the FITOUT AND REFURBISHMENT contracts of any type in the financial range/s sought. Also indicate the details of FITOUT AND REFURBISHMENT contracts recently awarded where construction has not yet commenced.

	Project Description 


	Location
	Contract System
	Client Organisation
	Client’s Contact Person and
Phone Number
	Contract Value

(in $ ‘000)
	Contract Duration (weeks) with Percent Completed to date 
	Date of Actual Completion or Anticipated Completion

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Attach additional pages if required.

	SCHEDULE 5c:
EXPERIENCE – CIVIL WORKS


Provide details of all CIVIL WORKS CONTRACTS, (also including water infrastructure and wastewater treatment and drainage works), currently under construction or completed in the last two years for the Department and other organisations. Include details of the CIVIL WORKS contracts in the financial range/s sought; also indicate the details of CIVIL WORKS contracts recently awarded where construction has not yet commenced. 
	Project Description 

(indicate specialisation 
where applicable 
i.e. “WATER” or “WASTEWATER”)
	Location
	Contract System
	Client Organisation
	Client’s Contact Person and
Phone Number
	Contract Value

(in $ ‘000)
	Contract Duration (weeks) with Percent Completed to date 
	Date of Actual Completion or Anticipated Completion

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Attach additional pages if required.

	SCHEDULE 5d:
EXPERIENCE – DESIGN CONSTRUCT MAINTAIN


Provide details of all DESIGN CONTRUCT MAINTAIN contracts currently under construction or completed in the last two years for the Department and other organisations. Include details of the DESIGN CONSTRUCT MAINTAIN contracts of any type in the financial range sought. Also indicate the details of DESIGN CONSTRUCT MAINTAIN contracts recently awarded where construction has not yet commenced.

	Project Description 


	Location
	Client Organisation
	Client’s Contact Person and
Phone Number
	Target Construction Sum

(in $ ‘000)
	Contract Duration (weeks) with Percent Completed to date 
	Date of Actual Completion or Anticipated Completion

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Attach additional pages if required.

	SCHEDULE 5e:
EXPERIENCE – MANAGING CONTRACTOR


Provide details of all MANAGING CONTRACTOR contracts currently under construction or completed in the last two years for the Department and other organisations. Include details of the MANAGING CONTRACTOR contracts of any type in the financial range sought. Also indicate the details of MANAGING CONTRACTOR contracts recently awarded where construction has not yet commenced.

	Project Description 


	Location
	Client Organisation
	Client’s Contact Person and
Phone Number
	Target Construction Sum

(in $ ‘000)
	Contract Duration (weeks) with Percent Completed to date 
	Date of Actual Completion or Anticipated Completion

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Attach additional pages if required.

	SCHEDULE 6:
FINANCIAL DETAILS


The applicant must submit a copy of the annual financial statements for the past three financial years. Where possible, any financial statements submitted should have been audited.

The applicant must also submit:

· details of any overdraft facilities available;

· details of any bank guarantee facilities available;

· details of other bank funding facilities available; and

· names of major trade creditors.

If the applicant is required by the Australian Securities and Investments Commission to submit audited accounts, a copy of the audited accounts must be submitted.

If the applicant is a subsidiary, the annual financial statements submitted are to be in respect of the subsidiary and not its holding company.  

If a subsidiary does not have sufficient financial capacity in its own right, prequalification may be sought in the name of the holding company, or in the name of the holding and subsidiary companies, jointly and severally.

Additional financial information may be requested of a contractor prior to any contract award.

The Department’s external Financial Assessor will assess the financial information provided by the applicants. The Financial Assessor may seek additional information, if necessary, to complete the assessment of the financial capacity of the applicants. 

FAILURE TO SUBMIT THE RELEVANT FINANCIAL INFORMATION MAY RESULT IN THE APPLICATION FOR PREQUALIFICATION NOT BEING ASSESSED AND THE APPLICATION MAY BE REJECTED.

	SCHEDULE 7:
ADDITIONAL DETAILS


The following information is to be provided:

· Items are to be attached to the application as tabulated below. 

· The schedule is to be completed to confirm the items that have been attached. 

	Item
	ITEMS TO BE ATTACHED:
A brief description only is provided below. Applicants are to refer to the detailed Scheme requirements for further guidance.
	Confirming information attached ?

	1. 
	Legal entity: 
· ASIC company registration papers (preferred) , OR
· statement signed by practising solicitor
	

	2. 
	Project Management System: 
(If seeking prequalification for $10M or above). 
· extracts from management system documents

· samples of live operational records and correspondences
	

	3. 
	Quality Management System (QMS): 
· 3 ITPs and evidence of actual implementation on live contracts 
· QMS certification current to AS/NZS ISO 9001 
(if seeking prequalification for $1M or greater)
	

	4. 
	OHS Management System: – as applicable
· Contractors accredited with the Office of the Federal Safety Commissioner are to advise the Department of this accreditation by means of a written statement. Note that this accreditation will be confirmed with the Office of the Federal Safety Commissioner.
· Samples of 3 site safety management plans used on 3 separate current or recent projects within the last 2 years and complying with NSW Government OHS Management System Guidelines 4th Edition 

· OHS Management System accreditation conforming to current NSW Government OHS Management System Guidelines (if seeking prequalification for $1M or more or are not currently prequalified must supply samples of 3 site safety management plans used on 3 separate current or recent projects within the last 2 years and complying with current NSW Government OHS Management System Guidelines)

· Referee reports from 3rd party auditors indicating a satisfactory standard of OHS Management on 3 separate contracts and including auditor’s name, position, organisation, contact details and comment on applicant’s OHS performance. (if seeking prequalification for $1M or more)

· Summary detailing any fines, prosecutions and convictions in the last 3 years as well as action taken by applicant to address these matters.
(for firms seeking prequalification or changes to current prequalification financial limits)
	

	5. 
	Industrial Relations Management System: 
· Statement on compliance with NSW Government Industrial Relations Management Guidelines
	

	6. 
	Environmental Management System (EMS): 
(If seeking prequalification for under $10M)

· Compliance with the current NSW Government Environmental Management Systems Guidelines
· Summary detailing prosecutions and convictions in the NSW Land and Environment Court in the last 3 years.

(If seeking prequalification for $10M or more)

· EMS accreditation with a NSW Government Agency

· Sample Environmental Management Plans used on past projects that comply with current NSW Government Environmental Management Systems Guidelines
· Statement of compliance with current NSW Government Environmental Management System Guidelines

· Summary detailing prosecutions and convictions in the NSW Land and Environment Court in the last 3 years.
	

	7. 
	Training Management: 
· Statement of compliance with current NSW Government Training Management Guidelines
	

	8. 
	Aboriginal Participation in Construction: 
· Statement of compliance with current NSW Government Aboriginal Participation in Construction Guidelines
	


	 SCHEDULE 8:
LIST OF EXTERNAL PERFORMANCE REPORTS


The applicant is to identify the contract for which external performance reports have been provided within the table below using the following format:
VALUE OF THE WORK ($)  +  NAME OF CONTRACT      for Example:  $15.7M  Building 5, Science Precinct
The reports are only eligible where they are fully completed and signed. The reports must include either Client Referee Reports (CRR) or Contractor Performance Reports (CPR) from other Government Agencies (do not include reports from Department)

	$0.5m to $1m
	$1m to $10m
	$10m to $50M

	Construction
	Design & Construct
	Construction
	Design & Construct
	Construction
	Design & Construct

	
	Building Works
	

	· 
	· 
	· 
	· 
	· 
	· 

	
	Fitout and Refurbish
	

	· 
	· 
	· 
	· 
	· 
	· 

	
	Civil Works
	

	· 
	· 
	· 
	· 
	· 
	· 

	
	
	Design Construct Maintain

	
	
	
	
	· 
	· 

	
	
	Managing Contractor

	
	
	
	
	· 
	· 


Example only:
	
	Building Works  (Example)
	

	· 
	· 
	· $5.3M XYZ TAFE Stage 1

· $7.5M ABC Community Centre
	· 
	· $15.7M Building 5, Science Precinct
· $20M LMN Laboratory
	· 


	 SCHEDULE 9:
CLIENT REFEREE REPORTS


	1) Company Letterhead to be inserted / used (here)

Company Letterhead



CLIENT REFEREE REPORT ON THE CONTRACTOR’S PERFORMANCE 

Guidance notes: 

The client is to insert the company letter head details and logo electronically or, print covering page on the letterhead of the reporting company or organisation. Each page of the original of the document is to be signed. The person completing and signing this document should be a person holding an appropriately senior position that authorises them to report on behalf of the company or organisation. Please return the completed, original pages to contractor who has made the request for this report.

	1.1) Contractor Name
	

	1.2) Referees name provided by
	
	Phone
	

	1.3) Project Name / Description
	

	1.4) Site Location / address 
	

	1.5) Intended function, purpose, use (of completed project)
	

	1.6) Detailed description of work conducted by contractor 
	

	1.7) Specialisations (eg Heritage, Modular Building etc)
	

	1.8) Design work conducted by contractor (if applicable)
	

	1.9) Contract Price
	
	Contract Completion Date
	


Regarding the Contractor and your company, the Department asks 2 probity related questions.

	2)
	Has anyone influenced or tried to influence you or the organisation in regard to the 

	
	preparation of this Client Referee Report?  (tick or replace with checked box ( )
	( Yes      (No

	3)
	Does your company conduct any business or trade with the applicant company: 
(tick or replace with checked box ( )

	
	( At the present time?     ( since project completion?     ( will do so in the near future?


4) The following questions are about the Contractor and the Contractor’s performance on the above mentioned project.  Please mark the box that corresponds with your rating.

The rating options to be used for the questions are:

	U = Unsatisfactory    M = Marginal    A = Acceptable    G = Good    S = Superior
	U
	M
	A
	G
	S

	4.1) Project Management (Time)
Ability to keep the project on time. To achieve milestones in the time planned. 
To overcome delays from inclement weather or external sources
	
	
	
	
	

	4.2) Project Management (Human Resources)
Ability to engage and retain sufficient numbers of staff as well as appropriately qualified / experienced staff for the project
	
	
	
	
	

	4.3) Project Management (Subcontractors and suppliers to the project)
Ability to manage both on-site and off-site subcontractors. Ability to effectively coordinate trade groups on the site. Ability to manage suppliers to the project
	
	
	
	
	

	4.4) Project Management (Documentation)
Ability to maintain proper records of the project. Ability to submit claims for payment with the correct supporting evidence. Ability to request further information, drawings and reports in a timely manner
	
	
	
	
	

	4.5) Co-operation level
Ability to develop and maintain co-operative relationships between key stakeholders to the contract. Their ability to promptly inform key stakeholders of matters likely to affect the time, or cost or quality and / or workplace safety of the site.
	
	
	
	
	

	4.6) Management of worksite safety
Ability to establish and maintain a system of work that did not repeatedly expose the site workers and others persons to injury or harm. Ability to control sub-contractors to ensure that they did the same
	
	
	
	
	

	4.7) Management of site industrial relations
Ability to properly and effectively manage industrial relations matters. Ability to maintain a reasonable level of harmony on the site
	
	
	
	
	

	4.8) Management of environmental preservation matters
Ability to take proper measures to control any damage, harm or threats to the environment
	
	
	
	
	

	4.9) Quality of the finished product
Ability to provide the correct quality of the finished product as set down in the specification. Ability to accept responsibility for defects and to fix them in a timely manner
	
	
	
	
	

	4.10) Quality Assurance System
The level of compliance with the required Quality Assurance Standard. Their ability to provide in a professional and timely manner the information, evidence and records in document form you needed as a client
	
	
	
	
	

	4.11) Design Documents - if the job was D&C or DD&C (otherwise N/A)
The adequacy of their documentation in meeting the requirements of the contract
	
	
	
	
	

	4.12) Maintenance - if the job was DCM (otherwise N/A)
The adequacy of maintenance in meeting the requirements of the contract
	
	
	
	
	


	5) General comment regarding the firms performance on the project:
	

	

	

	


Referees Details

	6)
	Company or organisation name
	

	7)
	Your current position title
	

	8)
	Your role during the construction
	

	9)
	Office Phone:
	

	10)
	Mobile
	

	11)
	Email
	

	12)
	Signature
	
	13)
	Date
	

	14)
	Name (please print)
	


Thank you for your participation in this activity

	SCHEDULE 10:
APPLICANT STATEMENT
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CONTRACTOR PREQUALIFICATION AND 

BEST PRACTICE ACCREDITATION SCHEME 2011 – 2014 FOR CONSTRUCTION AND RELATED WORKS

[Insert name of Contractor] ……………………………………………………, hereby applies for: Prequalification under the Department’s Contractor Prequalification and Best Practice Accreditation Scheme 2011 – 2014 for Construction and Related Works, and declare that I have read and understood the requirements of the Scheme and that the particulars submitted are true and correct and that all the required information has been supplied.

The Contractor (identified above) undertakes to comply with the current NSW Government requirements when tendering or contracting with the NSW Government under the NSW Government Procurement System for Construction including:
· NSW Government Code of Practice for Procurement;

· NSW Government Procurement System for Construction;

· The Building and Construction Industry Security of Payment Act 1999 (NSW); 

· Australian Government Building and Construction OHS Accreditation Scheme managed by the Office of the Federal Safety Commissioner or, 
the current NSW Government Occupational Health and Safety Management System Guidelines
· NSW Government Industrial Relations Management Guidelines, December 1999;

· NSW Government Environmental Management Systems Guidelines;

· NSW Government Aboriginal Participation in Construction Guidelines;

· NSW Government Training Management Guidelines, February 2009, and

undertakes to comply with the applicable Prequalification Scheme requirements including Management Systems and the training, development and capability of Personnel.

	Signed for the Contractor Applicant by:
	

	In the Office Bearer capacity of:
	

	Name of signatory:
	

	Date:
	


	SCHEDULE 11:
SELF-ASSESSMENT


Firms considering submitting an application for prequalification are to conduct a comprehensive self-assessment to confirm the firm’s Prequalification eligibility and to confirm the application accuracy and completion. 
	Schedule No.
	Schedule or Check 
	Positive outcome?

 (Yes/No)

	Eligibility for Prequalification: Is the firm eligible to apply for prequalification based on the firm’s completion of the PREQUALIFICATION ELIGIBILITY CHECKLIST in the GUIDELINES TO APPLICANTS: PREQUALIFICATION?
	

	!
	If response above is YES: proceed to complete the remaining checks. 

If NO: take action necessary to meet the above requirements.

	1. 
	IDENTIFICATION OF LEGAL ENTITY
	

	2. 
	CONTACT PEOPLE
	

	3. 
	MANAGEMENT & PERSONNEL
	

	4. 
	WORK PREFERENCES
	

	5. 
	EXPERIENCE
	

	6. 
	FINANCIAL DETAILS
	

	7. 
	ADDITIONAL DETAILS
	

	8. 
	LIST OF EXTERNAL PERFORMANCE REPORTS
	

	9. 
	CLIENT REFEREE REPORTS
	

	10. 
	APPLICANT STATEMENT
	

	11. 
	SELF-ASSESSMENT
	

	12. 
	COVERING LETTER
	

	13. 
	IMPROVEMENT & FEEDBACK
	

	!
	If responses to all the above checks are YES: submit the application. 
If NO: take actions necessary to meet the above requirements.


	SCHEDULE 12:
COVERING LETTER


Please attach a covering letter from the firm outlining:

1. A brief introduction of the firm

2. The firm’s current prequalification or Best Practice accreditation status as well as the status or change being sought

3. The business benefits and business relationship the firm is seeking through the Scheme

4. The firm’s interest and initiatives in continuous improvement

5. A summary of the firm’s ability to meet the Scheme requirements based on the firm’s own self assessment

6. Concluding comments

	SCHEDULE 13:
IMPROVEMENT & FEEDBACK


The Scheme document, application forms and processes are under continual review to ensure ongoing effectiveness in achieving the desired outcomes. The firm is requested to provide feedback following the completion of the application. The firm is also encouraged to provide ongoing periodic feedback during the life of the Scheme.

	To what degree does the Scheme 
document demonstrate …….
	Very Low
	Low
	Slightly Low
	Slightly High
	High
	Very High

	1. Clarity
The clarity of the content, language and structure used in the Scheme document including the use of Plain English
	
	
	
	
	
	

	2. Completeness
The ability of the Scheme document to convey understanding without the need for enquires or support
	
	
	
	
	
	

	3. Ease of use
The ease of use of the Scheme document for completing the application process 
	
	
	
	
	
	

	4. Fairness
Extent to which the processes described in the Scheme document provides for the fair treatment of applicants.
	
	
	
	
	
	

	5. Appropriateness to the firm’s business direction
How well does the scope, scale and structure of the Scheme document match the firm’s business direction
	
	
	
	
	
	

	6. Flexibility
How flexible is the Scheme document in catering for the firm’s changing business and development needs
	
	
	
	
	
	

	7. Continuous Improvement
To what extent does the Scheme demonstrate support of the firm’s continuous improvement direction
	
	
	
	
	
	


	8. Time 
Time taken to read and complete the Application including the collection of information (person hours)
	


	9. Positive aspects of the document

	

	10. Areas suggested for improvement

	

	11. General Comments

	


	12. Name of Firm
	

	13. Completed by
	
	14. Date
	


	END OF DOCUMENT
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