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CONDITIONS OF PREQUALIFICATION  FOR THE 2008 ï 2013 

CONTRACTOR PREQUALIFICATION SCHEME  (NEW SCHEME) 

IN THE HUNTER-NEW ENGLAND  REGION INCORPORATING  THE 

CENTRAL COAST, HUNTE R-CENTRAL RIVERS , NEW ENGLAND AND 

NORTH WEST SLOPES & PLAINS 

1 SUMMARY OF APPLICATION PROCESS 

A summary of the action required by contractors to acquire and maintain prequalification 

and accreditation is outlined in the table below. Full details are provided in the scheme 

document. 
 

 Status Application Process 

1 
Prequalified 

Contractor 

Following a review of performance in and usage of the 

existing scheme: 

 Selected Prequalified Contractors will be invited to 

roll-over to the New Scheme subject to their 

agreement to and compliance with new Scheme 

conditions. Refer Appendix C for Application Form. 

 Prequalified contractors who have not been selected 

for roll-over will be advised and may re-apply as 

New Applicants. 

2 

Prequalified 

Contractor 

advising of new 

information 

Complete only the portion of the application required to 

identify the changes 

3 

New applicant 

seeking 

prequalification 

Complete full application to seek prequalification 

 

The 2008 - 2013 Contractor Prequalification Scheme (New Scheme) will incorporate a 

number of changes compared to the current scheme. These are explained further in this 

document. The New Scheme will be administered by the Department of Commerce Hunter-

New England Regional Office (Commerce).  It will operate to the following timeline: 
 

Application and 

acceptance 

During the life of the Scheme  

Scheme commences 1 August 2008 

Scheme concludes 31 December 2013 

Scheme extension Subject to Commerce requirements and 

at its sole discretion 

Scheme content 

update 

Subject to Commerce requirements and 

its sole discretion (refer to the latest 

version*  for any changes) 

* The latest version is available on the Internet at: 
www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequali

fication_scheme_hunter_new_england.doc  

http://www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequalification_scheme_hunter_new_england.doc
http://www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequalification_scheme_hunter_new_england.doc
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2 INTRODUCTION 

Contractors proposing to tender to the Department of Commerce (Commerce) within the 

Hunter-New England Region for certain work categories, geographical areas and financial 

ranges must first become prequalified with Commerce.  Tenders will generally be called by 

invitation to a shortlist of Prequalified Contractors (Contractors).  
 

The aim of prequalification is to identify contractors with appropriate expertise and 

experience and prequalify them for work categories consistent with their principal 

business activity . Following prequalification, contractors may be requested to tender for 

works under the following contract types: multiïtrade projects or single-trade projects.  

Contractors will be expected to accept invitations and submit competitive tenders unless 

special and temporary circumstances exist. 

 

The extent of work allocated by Commerce to contractors depends largely on prevailing 

workloads in a particular category.  Prequalification does not guarantee a tender 

opportunity.  The number of contractors accepted for prequalification may be limited 

according to anticipated workloads. 
 

Where Commerce considers there are insufficient local prequalified Contractors available 

in any work type or zone or financial range for a particular project, Commerce may either 

include additional organisations that are known but not prequalified on the tender list or 

call open tenders for the work. 
 

Applicants should note that from time to time works might need to be undertaken in 

institutions (such as schools, hospitals and correctional centres) that require special 

contract conditions in relation to: 

 The observance of special security conditions 

 Criminal Record checks on contractor/subcontractor employees; and 

 Statements and other requirements in relation to child/vulnerable people protection 
 

Commerce invites suitably qualified contractors to seek to prequalify for the financial 

ranges and work types as detailed in Appendix A. Please note the following:- 
 

 Those organisations whose principal business is to undertake ñsupply only, project 

management or consultancy servicesò contracts will not be considered for 

prequalification. 

 Applications will only be accepted for a maximum of two work categories and two 

financial ranges. 

 Commerce may make the submitted information available to other NSW 

Government Agencies and local government organisations. 

 The Scheme has been instigated to allow Commerce to efficiently carry out its 

construction activities and manage its procurement risks. The selection or 

otherwise of an Applicant for contractor prequalification and Contractors to 

tender is at Commerceôs sole discretion. Commerce is not obliged to select any 

Applicant for prequalification or invite a particular Contractor to tender.  

 The key changes from the Current Scheme are: 

 Alteration of the financial categories. 

 The addition of new categories and removal of some existing categories. 
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 Improved governance, operating and decision making procedures including 

sanctions.  

 Application Forms available as downloadable documents. 

 Self-evaluation by Applicants, particularly financial evaluation. 

 Extension of the Scheme to construction managed projects. 

 

The Central Coast, Hunter-Central Rivers, New England and North West Slopes & Plains 

Contractor prequalification scheme incorporates the local government areas of Wyong, 

Gosford, Lake Macquarie, Cessnock, Newcastle, Maitland, Port Stephens, Singleton, 

Dungog, Gloucester, Greater Taree, Great Lakes, Muswellbrook, Upper Hunter, Liverpool 

Plains, Tamworth, Gunnedah, Walcha, Narrabri, Uralla, Armidale-Dumaresq, Guyra, 

Moree Plains, Gwydir, Inverell, Glen Innes Severn and Tenterfield. 

 

The borders for the operation of the Scheme are shown in the map at Appendix D. 

3  FINDING THE SCHEME DOCUMENT ONLINE 

The Scheme document is available on the Internet at: 
www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequali

fication_scheme_hunter_new_england.doc 

4 PREQUALIFICATION CRITERIA 

To be considered for prequalification, Applicants will be required to demonstrate for each 

work type and financial range for which prequalification is sought: 

 Acceptable legal entity and assured financial capacity; 

 The work type which is the Applicantôs principal business activity (project 

management or consultancy is not an appropriate business activity); 

 Appropriate current licences for business and employees; 

 A minimum of two years trading in that work type, except trustee companies. Trustee 

companies who wish to pre-qualify must have been actively trading for more than 5 

years in that work category; 

 Agreement to comply with the NSW Government Code of Practice for Procurement 

(Refer to www.treasury.nsw.gov.au/procurement/cpfp_ig ); 

 Appropriate managerial, project and site management resources; 

 Appropriate labour, plant and equipment; 

 Satisfactory recent performance and client satisfaction on contracts of a similar nature 

and value to the work category for which pre-qualification is sought;  

 Capacity and experience in the management of occupational health and safety; 

 A good track record in quality assurance, industrial relations and environmental 

management practices; and 

 Appropriate management systems in accordance with NSW Government Guidelines. 

5 INFORMATION TO BE SUBMITTED  

The Applicant is to complete the form in Appendix C with the following details and return 

it by the closing date to the address shown on the form. 

   A. Provide details of the Contractorôs Organisation including: 

 Contractor details, address, phone numbers, etc 

 Details of the principal business activity of the Contractor 

http://www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequalification_scheme_hunter_new_england.doc
http://www.managingprocurement.commerce.nsw.gov.au/service_provider_selection/contractor_prequalification_scheme_hunter_new_england.doc
http://www.treasury.nsw.gov.au/procurement/cpfp_ig
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 Legal Entity and company or business details 

 Details about the management and staff. 

B. Provide financial information that may include: 

 Financial statements for up to the last three years 

 Copy of audited financial statements for up to the last three years 

 A letter from your banker providing details of overdraft and guarantee facilities 

and the extent to which each is drawn. 
 

 C. Provide a copy of OHS, Quality, Environmental and Industrial Relations 

Management System documents where required for the financial ranges for which 

prequalification is sought. 

Lodgement of an application for prequalification will be evidence of the Contractorôs 

agreement to comply with the NSW Guidelines for the above Management Systems. 

(refer to Section 6.7)  
 

 D. Provide: 

 details of any NSW WorkCover Prohibition/Improvement Notices, together with 

a listing of fines and convictions recorded against the Applicant organisation for 

the preceding 24-months; 

 details of the Federal or NSW award or a copy of the enterprise or other 

agreement that applies to the organisation. 

  a copy of organisationôs current NSW Workers Compensation or Personal 
Accident Insurance (where applicable) Certificate of Currency. Applicants must 

have their employees insured in the nominated construction category. The amount 

of cover must reflect the total wages paid.; and 

  details of any convictions by the NSW Land and Environment Court recorded 

against the Applicant organisation for the 24 months preceding the date of 

application.  

 Agreement to comply with the NSW Governmentôs Code of Practice for 

Procurement, January 2005. 

 

Refer also to Sections 6.7 & 8. 
 

 E. Nominate the work categories and financial range in which your organisation seeks 

to be prequalified. 
 

F. Provide at least three written referee reports prepared in accordance with the 

Contractor Performance Report form included in Appendix B. Additionally provide 

contact details for the referees and details for the relevant projects/contracts to 

demonstrate the organisationôs recent experience in the category in which 

prequalification is sought. (refer to Section 6.5) 
 

G.     Provide any additional information required to support the application. Applicants 

who possess specialist or sub-trade skills in a particular work type should provide 

details of those skills, experience and reference projects for consideration.  Of 

particular interest are applicants with accreditation from recognised authorities in 

particular types of work, e.g. accreditation to work on energy authority infrastructure. 
 

 H. Sign and date the Declaration attached to the application form and lodge the form 

with Commerce at the address shown in the information package attached to the 

application form. Refer also to Section 15. 
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Failure to adequately complete the application and/or submit the relevant financial 

information may result in rejection of the application. Commerce reserves the right to 

accept or reject any application. 

6 ASSESSMENT OF APPLICATION SUBMISSIONS 

6.1 General 

Commerce will assess the Applicantôs eligibility for prequalification against criteria that 

match the information listed in Section 5, utilising the information provided by the 

Applicant and referees, Commerce records of the organisationôs past performance and 

other sources as appropriate. Acceptable Applicants will be ranked. The best ranked 

Applicants in a category up to the totals required will be prequalified.  Note that the 

number of Applicants accepted for prequalification will be limited and determined 

according to anticipated category workloads.   

Applicants will be notified of the result of their application.  Where Applicants are 

unsuccessful, a reason will be provided. Correspondence will not be entered into. Where 

capacity exists within a category, unsuccessful Applicants may re-apply after 3 months if 

their circumstances have changed. 
 

Where an organisation is prequalified with Commerce, a further assessment of the 

Contractorôs prequalification status may be made at any time, in particular when tenders 

for work/services and performance under a contract are being assessed. 

6.2 Acceptable Legal Entities 

Commerce only contracts with recognised and acceptable legal entities having appropriate 

financial assets.  Where permitted in a tender process, tenders submitted by an 

unincorporated business such as a sole trader, partnership, or business name must identify 

the legal entity, which proposes to enter the contract.  Commerce does not contract with 

firms under any form of external administration. 
 

Commerce will only prequalify a trustee company for contract works valued less than 

$500,000. In addition, for construction contracts valued at more than $100,000, Commerce 

may require security in the form of an unconditional undertaking from an approved 

financial institution for an amount of up to 20% of the initial contract price and an 

undertaking that the Contractor will ensure, for the duration of the contract, the total value 

of the trust beneficiariesô loans to the trustee is always greater than the total value of trust 

beneficiariesô loans from the trustee. 

6.3 Associated and Subsidiary Companies and Joint Ventures 

Prequalification of an Applicant does not extend to associated or subsidiary entities owned 

or controlled by the Applicant or joint ventures to which the Applicant is a party.  Any 

such entity must apply for prequalification in its own right. 
 

Commerce will not prequalify associated or subsidiary entities in the same work category 

and financial range as the controlling entity.  Commerce will not prequalify a joint venture 

in the same work category and financial range as any of the parties to the joint venture. 

6.4 Managerial, Project and Site Management Resources 

The management structure of the Applicant is to be demonstrated in the application.  

The management team is to be equipped with suitable qualifications and skills to 

manage the organisation, for the particular category nominated. 
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Applicants must demonstrate adequate skilled personnel, plant and equipment within 

the organisation to ensure that sufficient resources are available to deliver the work 

for which pre-qualification is sought.  

Applicants who have non-standard Workers Compensation Insurance arrangements, 

including where workers are employed as body hire, from labour hire companies or 

as individual sub-contractors may not be considered.  

6.5 Past Performance and Client Satisfaction 

The performance of Applicants will be assessed using the organisationôs past 

Contractor Performance Reports, external referees reports submitted with the 

application and other information as considered appropriate.   

6.6 Financial Information  

The financial assessment of Applicants will be based on the financial data submitted with 

the application and any additional data considered necessary by the person carrying out the 

assessment. 
 

The main criteria considered in financial assessment of contractors are: 

 Past performance on contracts, and 

 Net Worth   (total assets, excluding any assets of company directors, less total 

liabilities less intangible assets); 
 

Commerce considers contractors with the following financial capacity, and no other 

significant detrimental financial characteristics to be financially satisfactory in respect of 

pre-qualification: 

 Satisfactory financial performance on previous contracts, and 

 A current positive Net Worth. 
 

Deviations below these indicative criteria will not necessarily prevent the Commerce from 

considering any application for pre-qualification. 
 

By lodging an application for pre-qualification, the Applicant agrees that Commerce may 

engage private sector consultants to financially assess applications.  

Note a Contractorôs financial status will be required to be re-assessed prior to the 

award of any contract. 

6.7 Management Systems 

Applicants must demonstrate in their submission, by way of sample documents, their 

experience and understanding in implementing management systems for OHS, Quality, the 

Environment and Industrial Relations.   

The NSW Government Guidelines for each of these systems and other relevant information 

are available on the Internet at:   
www.managingprocurement.commerce.nsw.gov.au/system/index_procurement_guideline_docume

nts.doc 

6.7.1 Quality Assurance 

For prequalification in financial ranges between $250,000 and $500,000, Applicants will 

be required to demonstrate, by example, the capability to prepare and implement 

Inspection and Test Plans (ITPs). A Guideline for the Preparation of Inspection and Test 

Plans is available at the above web-site. 

 

 

http://www.managingprocurement.commerce.nsw.gov.au/system/index_procurement_guideline_documents.doc
http://www.managingprocurement.commerce.nsw.gov.au/system/index_procurement_guideline_documents.doc
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6.7.2 Occupational Health & Safety (OH&S) 

For prequalification in all financial ranges, Applicants will be required to demonstrate, by 

example, the capability to prepare and implement Safety Management Plans complying 

with NSW Government Guidelines.   

6.7.3 Industrial Relations Management 

For prequalification in all financial ranges, Applicants will be required to demonstrate 

compliance with appropriate industrial relations requirements.   

6.8 Specialist Skills and Sub-Trades 

The assessment will take into consideration appropriate and recognised specialist or sub-

trade skills in a particular work type.   

7 CONTRACTOR REQUIREME NTS 

7.1 General Conditions of Contract 

Depending on the nature and complexity of the work, the Conditions of Contract used for 

works tendered under the prequalification scheme will generally be one of the following: 
 

 Mini Minor Works  

 Minor Works  

 GC21 Construction Contracts  

7.2 Contract Insurance Requirements 

Tender documents will provide details of the insurances required. Typical insurance details 

may include: 
 

Insurance of the Works and Public Liability  

For works tendered under the pre-qualification scheme: 

 if Mini Minor Works Contract Conditions are used, an appropriate insurance policy 

arranged by the Contractor will usually be required, 

 For all other Contract Conditions used, a policy of insurance of the Works and Public 

Liability arranged by the Principal in the contract will automatically come into effect. 

The policy is available on the Internet at; 
www.managingprocurement.commerce.nsw.gov.au/system/index_contract_management_insur

ance_policies.doc 

 

Insurance of Employees 

Contractors will be required to hold insurance against liability for death of or injury 

to persons employed by the Contractor in accordance with the applicable legislation.    

7.3 Management Systems 

Subject to contract requirements, Contractors will be required to develop management 

systems in the following areas; 
 

Quality Assurance 

Occupational Health & Safety Management  

Environmental Management  

Industrial Relations Management 

Aboriginal Participation in Construction 

 in accordance with NSW Government Guidelines.  

 

http://www.managingprocurement.commerce.nsw.gov.au/system/index_contract_management_insurance_policies.doc
http://www.managingprocurement.commerce.nsw.gov.au/system/index_contract_management_insurance_policies.doc
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8 NSW CODE OF PRACTICE FOR PROCUREMENT  

The NSW Government has in place a Code of Practice for Procurement, January 2005.  

The Codes address standards of behaviour that the NSW Government requires from all 

tenderers. A copy of the Code is available on the Internet at:  
www.treasury.nsw.gov.au/procurement/cpfp_ig   
Failure by a Contractor to comply with the Code will be taken into account when 

considering future opportunities. 

9 EXCHANGE OF INFORMATION BETWEEN GOVERNMENT AGENCIES 

By submitting an application for prequalification the Applicant authorises Commerce to 

make available to other NSW Government Departments or Agencies information 

including, but not limited to, any information provided by the Applicant to Commerce and 

information relating to the Applicantôs performance or financial position.   
 

The Applicant acknowledges that any information about the Applicant, from any source, 

including but not limited to substantiated reports of unsatisfactory performance may be 

taken into account by Commerce and other NSW Government Departments and Agencies 

in considering whether to offer the Contractor organisation opportunities for NSW 

Government work. This shall include but not be limited to the assessment of suitability for 

prequalification, selective tender lists or the award of a contract. 
 

Commerce regards the provision of information about the Applicant to any NSW 

Government Department or Agency as privileged under Section 22 of the Defamation Act 

1974.  Commerce and the State of NSW will reject claims in respect of any matter arising 

out of the provision or receipt of such information, including any claim for loss to the 

Applicant arising out of the communication. 

10 CONTRACTOR PERFORMANCE RECORDS 

The Commerce Prequalification Scheme requires the performance of Contractors to be 

regularly monitored. Records will be kept of the Contractorôs performance and will be 

taken into account in the Contractorôs selection for tendering opportunities and where 

sanctions are considered. Records held by other Government Agencies and elsewhere may 

also be considered. 

11   TENDERING PERFORMANCE 

Commerce will monitor the tendering performance of prequalified Contractors and 

Contractors may be removed from the register if their tendering performance is not 

satisfactory. 

12   SANCTIONS 

Where Commerce considers a Contractor: 

 breaches any term of the Conditions of Prequalification (this document); 

 repeatedly declines invitations to tender; 

 fails to respond to invitations to tender within a reasonable time; 

 fails to submit a tender, after accepting an invitation, thus denying another tenderer a 

tendering opportunity. 

 repeatedly submits uncompetitive tenders; 

 performs work for any client in an unsatisfactory or unsafe manner; 

 receives an adverse contractor performance report; or 

http://www.treasury.nsw.gov.au/procurement/cpfp_ig
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 experiences an adverse change in its capacity, 

Commerce may, at its absolute discretion, restrict, downgrade or remove the Contractor 

from the Commerce Prequalification Scheme. 

Before action is taken to downgrade or remove the Contractor from the Commerce 

Prequalification Scheme, the Contractor will be advised of the matters prompting the 

proposed action and will be given an opportunity to show cause why the proposed action 

should not be taken.   

13   CHANGES TO CONTRACTOR 

Contractors are required to advise Commerce immediately of any substantial change in 

their financial or technical capacity or change in their ownership or address. 

14   PUBLICITY 

Contractors are not to advertise, promote or publish in any form their prequalification 

status without the written consent of Commerce. 

15   APPLICANTôS ACKNOWLEDGEMENT 

In applying for prequalification, the Applicant is deemed to have accepted all the 

conditions detailed in this document. 

16   DISCLAIMER 

The decision to accept or reject with or without conditions, any application for 

prequalification is at the absolute discretion of Commerce.  Commerce shall not be held 

liable for any costs or damages incurred in the exercise of such discretion or the discretion 

to restrict, downgrade or remove a Contractor from the prequalification lists.  
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17 APPENDIX A CATEGORIES 

 

Work Types and Financial Ranges available for Prequalification in the Central Coast, 

Hunter-Central Rivers, New England and North West Slopes & Plains Scheme (shown 

below as ñYò).  The Scheme is also divided geographically into the following zones: 

 

Zone A: North West Plains Zone D: Lower Hunter and Central Coast 

Zone B: New England Zone E: HNE Great Lakes and Taree 

Zone C: North West Slopes Zone F: Upper Hunter 

 
 

WORK CAT EGORY ZONES FINANCIAL RANGES  

 
 $0 

to 

$250k 

$250k 

to 

$500k 

400 - Building Works  

(Multi -trade) 

A, B, C, D, E & F 
Y Y 

    

405 ï Building Mechanical A, B &  C Y  

405 ï Building Mechanical D, E & F Y Y 

    

406 ï Building Electrical  A, B & C Y  

406 ï Building Electrical D, E & F Y Y 

    

435 - Hydraulic Services D Y Y 

    

508 - Civil & Minor 

Landscaping 

D 
Y Y 
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Work Category Description 
 

Work Category Description  

Building (Multi-
trade) 

 

Maintenance, small extension and repair of building work 
requiring more than one trade.  

Major extension/alteration to existing building and/or construction 
of new building requiring knowledge and experience of all 
building trades. The Head Contractor on the site engaging and 
managing all sub trades 

 

Specialist sub categories of the Building Category 

Building 
Mechanical 

 

Construction, supply, installation, commissioning and operational 
maintenance of minor and major Mechanical building services, in 
systems such as Air conditioning, Evaporative cooling, 
Mechanical Ventilation, Refrigeration, Dust extraction and 
Boilers installations including Low, Medium and High 
temperature HW and steam. 

 

Building 
Electrical  

 

Construction, supply, installation, commissioning and operational 
maintenance of minor and major Electrical services in buildings 
including HV Installations and LV External Reticulation of cabling 
systems, Switchboard installation, cabling systems, internal 
wiring and accessories, Lighting installations, Exit and 
Emergency Lighting, Telephone Block cabling and conduiting for 
other related electrical services. 

 

Hydraulic 
Services 

 

Supply and Installation of pipe work for all aspects of potable 
water, sewerage, fire, gas, drainage, storm water and fire 
systems inside and outside of the building fabric. Works range 
from minor to major contracts. 

 

Civil Works & 
Minor 

Landscaping 

 

Construction of minor and major civil engineering works 
comprising bulk earthwork, excavation, compaction, road work, 
car parks, pipe laying with or without shoring and dewatering, 
small water and sewerage treatment plants, marinas, pontoons, 
major hard landscaping and some soft landscaping 

Major soft and minor hard landscaping including minor 
earthworks, turfing, mulching, planting of native, exotic plants 
and shrubs and bush regeneration. General fixed maintenance 
period required after contract completion date. 
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18 APPENDIX B MAP 

This map shows the Hunter-New England region boundaries: 
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APPENDIX C APPLICATION FORM 

  
 

 

OOffffiiccee  ooff  PPuubblliicc  WWoorrkkss  &&  SSeerrvviicceess  

  
APPLICATION FORM  

 

FOR 
 

 CONTRACTOR PREQUALIFICATION SCHEME 
 

FOR 
 

VARIOUS WORK CATEGORIES UP TO $500,000 
 

IN THE HUNTER-NEW ENGLAND REGION 

INCORPORATING THE 

CENTRAL COAST, HUNTER-CENTRAL RIVERS, NEW 

ENGLAND AND 

NORTH WEST SLOPES & PLAINS 

 

RFT 0801313 

 
2008-2013 

 

Please complete all sections of the application form and attach 
the required supporting documentation and return it to: 

                              The Procurement Officer  

NSW Department of Commerce 
Hunter-New England Regional Office 
PO Box 2297 DANGAR NSW 2309 

 
For information or advice regarding the Central Coast, Hunter-Central Rivers, New England and North 

West Slopes & Plains Prequalification Scheme, telephone the Procurement Officer on (02) 4908 4999 
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Section 1 - Applicantôs Details 

 

APPLICATION  FORM 
 

To be completed by the applicant and lodged by the date and at the address shown on the 

cover sheet of this form  
 

Name of Contractor applying for Prequalification: 

 
 

Trading As:  (Only if applicable) 

 
 

Licences held and Licence Numbers  
 

Australian Company Number (A.C.N.):  

 

Australian Business Number (A.B.N.):  

 

Business Address:  

 

 

Postal Address: (If different to above)  

 

 

Phone Number:  Fax Number:  

 

Email:  Mobile Phone  

  

Date when Business Commenced Operation:  

 

Contacts for further information: 

Financial:   Phone:  

 

Technical:   Phone:  

 

Description of Principal 

Business Activity: 

 

 
 

DETAILS OF OTHER OFFICES  
 

Address + Post Code Phone No. Fax No. Contact Name 
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LEGAL ENTITY   

 

Applicants are required to provide evidence of their legal entity either by providing a 

copy of an official document such as Company Registration and names of Office Bearers 

issued by the Australian Securities and Investment Commission or a statement 

confirming the legal entity signed by a practising Solicitor. 
    (Tick as applicable)        (Tick as applicable) 
 

Company   Subsidiary Co.  

Sole Trader    Holding Co.  

Partnership   Trust Co.  

 

COMPANY DETAILS  - To be completed by Companies Only 
 

Date of Registration  
 

 

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

 
 

If a Subsidiary Company, state name of Ultimate Holding Company and ACN/ABN: 

 
 

If a Holding Company, state names of Divisions and/or Subsidiaries and ACN/ABNôs: 

 
 

State Trading Names: 

 

BUSINESS DETAILS  - To be completed by Sole Traders and Partnerships Only 

State whether a Sole Trader, or Partnership:  
 

State Names and Addresses of all members/partners of the Business: 

 
 

State Trading Names: 

 
 

ADDITIONAL DETAILS  
 

Any judgement debts or Court Orders against 

the Contractor:   Yes/No?(If yes attach details) 
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MANAGEMENT  & PERSONNEL 
1. Please draw or attach a chart of your organisationôs management structure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Please list Director/s, Partner/s, Manager/s and Secretary. 

Name Position 
Other firms currently 

associated with 
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3. Senior Staff 

Qualifications and experience of senior staff, including those listed above.  Separate 

details to be provided for each person.  Attach separate details if insufficient space. 

Name:  

Qualifications:  

Associations:  

Professional Experience ï 

include Employers and 

Projects associated with (Brief 

description only) 

 

 

 

Name:  

Qualifications:  

Associations:  

Professional Experience ï 

include Employers and 

Projects associated with (Brief 

description only) 

 

 

 

 

Name:  

Qualifications:  

Associations:  

Professional Experience ï 

include Employers and 

Projects associated with (Brief 

description only) 

 

 

 

Name:  

Qualifications:  

Associations:  

Professional Experience ï 

include Employers and 

Projects associated with (Brief 

description only) 
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EMPLOYEES 
 

Indicate the average number of permanent employees in last twelve months.  Provide separate 

numbers for each category of work.  

 

Applicants who possess specialist or sub-trade skills within a particular work type should 

provide details of those skills. 

 

 Employees Number Award or EBA 

Details 

Trade or WorkCover 

Licence or Professional 

Association Membership  

A Builders. Engineers, 

Architects etc 

   

B Personnel employed on 

estimating, drafting or 

technical office work 

   

C Non-technical office staff    

D 1. Supervisors 

 

   

 2. Foremen 

 

   

 3. Charge Hands 

 

   

 4. Trades Persons 

(by trade) 

 

 

   

 5. Apprentices (by trade) 

 

   

 6. Trades Assistants 

 

   

 7. Non-trades People/ 

Labourers 

 

   

E Total average permanent 

employees 

(A plus B plus C plus D) 
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Section 2 ï Client Referee Reporting on Applicant 

 
CLIENT REFEREE REPORT ON THE APPLICANTôS PERFORMANCE ON A PROJECT 

 
The applicant is to provide three (3) external performance reports with the application. 
These can be either Client Referee Reports (CRR) as per the format below or Contractor 
Performance Reports (CPR) no more than 2 years old from Government Agencies 
(including branches of the NSW Department of Commerce). 

 

 

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

 
 
 

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) Applicant Name  

1.2) Project Description  

1.3) Project Value  

1.4) Project Completion Date  

 
Regarding the Contractor and your company, the Department of Commerce 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 | )         Ä Yes      ÄNo 

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

Ä At the present time?     Ä Since the project was completed?     Ä Will do so in the near 
future? 

 
 
4) The following questions are about the Contractor and the Contractorôs performance on the 
above mentioned project.  
 
Please mark the box that corresponds with your rating (tick or replace with checked box |) 
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CLIENT REFEREE REPORT ON THE APPLICANTôS PERFORMANCE ON A PROJECT 

 
The rating options to be used for the questions are: 
 

U = Unsatisfactory    M = Marginal    A = Acceptable    G = Good    S = Superior 
N/A = Not Applicable 

U M A G S N/A 

 
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 Design & Construction (D&C) or 
Design Development &Construction (DD&C) (otherwise N/A) 
The adequacy of their documentation in meeting the requirements of the 
contract 
 

      

 
4.12) Maintenance - if the job was Design, Construction & Maintenance 
(otherwise N/A) 
The adequacy of maintenance in meeting the requirements of the contract 
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CLIENT REFEREE REPORT ON THE APPLICANTôS PERFORMANCE ON A PROJECT 

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

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Refereeôs Details 
 

6) Company or organisation 
name 

 

7) Your current position title  

8) Your role with regard to the 
Project 

 

9) Office Phone  

10) Mobile  

11) Email  

12) Signature  

13) Date  

14) Name (please print)  

 
 
 

Thank you for your participation in this activity 



Department of Commerce Hunter-New England Region Appendix C Application Form 

Contractor Prequalification Scheme 2008 ï 2013 Section 3 Details of Prequalification Sought 

August 2008  Page  23 

 

 

Section 3 - Details of Prequalification Sought 

 

Nominate the Work Category or categories and financial ranges for which prequalification is 

sought by the Applicant 

Refer to Appendix A for the work categories and financial ranges in which 

prequalification is available. 

The Work Categories selected must relate to the Applicants main business activities and be 

supported in the application. 

 
 

WORK TYPE  
Financial Ranges available in each Zone 

  

Tick the Category, Range and Zone 

you wish to apply for; 

$0 to $250K 

Zone 
$250K to $500K 

Zone 

 

 

A 

 

 

B 

 

 

C 

 

 

D 

 

 

E 

 

 

F 

 

 

A 

 

 

B 

 

 

C 

 

 

D 

 

 

E 

 

 

F 

Building (Multitrade)              

Civil & Minor Landscaping  

 
            

Mechanical Services   

 
            

Electrical Services  
 

 

            

Hydraulic Services  
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Section 4 - Financial Information  

 

Tick V box as confirmation of attachment 

 

 

a) Evidence of Legal Entity for the entity under consideration. 
 

Provide; 

Ã a statement listing the names of Office Bearers in the entity  

Ã a copy of an official document such as Company Registration Certificate issued by 

the Australian Securities and Investment Commission or a statement confirming the 

legal entity signed by a practising Solicitor. 
 

b) Financial Statement for the last (1) Financial Year for the entity under 

consideration. (The Financial Statement is to be signed by the accountant and 

should contain:) 

Ã Balance Sheet, 

Ã Profit and Loss accounts with explanatory Notes to the accounts. 
 

c) Ã Banker's Letter  
 

d) Ã Director/Trustee Statements and Reports (if applicable) 
 

Consolidated accounts of a parent organisation or group to which the entity belongs are 

not acceptable. 

 

NOTE.  
 

The Banker's Letter from the applicant's banker is to provide the following information: 

i) Bank, Branch, and Account Names, 

ii)  Type and limit of bank overdraft facility, 

iii)  Type and limit of bank guarantee facility, 

iv) Current bank overdraft balance, 

v) Number and amount of bank guarantees outstanding, 

vi) Details of other bank funding facilities available, such as term loans, lines of credit, 

commercial bills and other debt instruments. 

 

FAILURE TO SUBMIT THE RELEVANT FINANCIAL INFORMATION MAY RESULT IN THE 

APPLICATION NOT BEING CONSIDERED.  
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Section 5 - Additional Information  
 

MANAGEMENT SYSTEMS INFORMATION TO BE ATTACHED TO 

YOUR APPLICATION ( Refer Section 4Prequalification Criteria) 

The documents and information listed below must be submitted with the application: 
 

Quality Assurance 

Applicants seeking prequalification must attach copies of: 

 

Ã evidence of current full certification of the Appliantôs Quality Management 

System to AS/NZS ISO 9001:2000 by a certifying body registered with the Joint 

Accreditation System - Australia and New Zealand (JAS-ANZ); or 

Ã evidence that the Applicantôs Quality Management System complies with the 

NSW Government Quality Management Systems Guidelines (QMS Guidelines); 

or 

Ã a minimum of three (3) completed examples of Inspection and Test Plans used on 

recent past projects and complying with the requirements of the QMS Guidelines. 

Occupational Health & Safety (OH&S) 

Applicants seeking prequalification in all financial ranges must attach: 

Ã Preferably a ñSite Specificò Safety Management Plan (SMP) used by the 

 Applicant on a recent project. 

Ã When SMP is not available provide Safe Working Method Statements for 3 

 separate projects recently completed by the applicant together with a model safety 

 management plan for your company. 

Ã These documents are to be equal to or better than those described in ñSubby Packò. 

 A Copy of this document is available from NSW WorkCover. 
 

Provide details of any NSW WorkCover Prohibition /Improvement Notices/ 

fines/convictions recorded against the company for the 24-month period preceding the date 

of this application. 
 

Date Improvement/Prohibition

/Conviction/Fine ($) 

Details 

   

 

(Attach additional pages if insufficient space) 

 

Industrial Relations Management 

Applicants seeking prequalification in all financial ranges must submit with their 

application 

Ã A copy of their current NSW Workers Compensation and/or Personal Accident 

Insurance Certificate of Currency 

 

Environmental Management 

Ã Provide details of any convictions by the NSW Land and Environment Court 

 recorded against the Applicant for the 24 months preceding the date of application. 
 

Date Tier 1/ Tier 2/ Fine ($) Details 

   

 

(Attach additional pages if insufficient space) 
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GENERAL COMMENTS IN SUPPORT OF APPLICATION  
 

(Please provide any comments or other information to support your application. 

Attach additional pages if insufficient space). 
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Section 6 - Declaration 

    
OOffffiiccee  ooff  PPuubblliicc  WWoorrkkss  &&  SSeerrvviicceess  

  

DECLARATION 
 

CONTRACTOR PREQUALIFICATION SCHEME 

FOR 

VARIOUS WORK CATEGORIES UP TO $500,000 

IN HUNTER-NEW ENGLAND REGION INCORPORATING 
THE CENTRAL COAST, HUNTER-CENTRAL RIVERS, NEW 

ENGLAND AND NORTH WEST SLOPES & PLAINS 

RFT 0801313 
 

2008-2013 
 

I hereby apply for prequalification with the Department of Commerce and declare that the 

particulars submitted are true and correct in every detail and all required information has 

been supplied. 
 

I declare that the financial information supplied reflects the accounts of this organisation. 
 

In respect of the financial range/s sought for prequalification, the applicant undertakes to 

comply with the following NSW Government Procurement System for Construction: 
 

 Occupational Health Safety and Rehabilitation Management Systems Guidelines, 4
th
 

edition; 

 NSW Government Code of Practice for Procurement; 

 NSW Government Procurement System for Construction 

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

 Industrial Relations Management Guidelines, December 1999; 

 Training Management Guidelines, December 2000; 

 Aboriginal Participation in Construction Implementation Guidelines, Applying to 

projects commencing 1 January 2007; and 

 Environmental Management Systems Guidelines, November 1998. 
 

Name of Contractor: ................................................................................ 
 
 

Signed for the Contractor by: ...............................................................Date; ........ 

(Authorised Officer) 
 

In the Office Bearer capacity of: .......................................................é....................
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Section 7: - Self-Assessment 

 

Applicants considering submitting an application for prequalification are to conduct a 
comprehensive self-assessment to confirm the Applicantôs eligibility. Only Applicants that have 
conducted a self-assessment which substantiates the Applicantôs eligibility are to submit an 
application or Expression of Interest. 
 
Please complete the table below to advise for each Section the extent to which the information 
requested is able to be provided by the Applicant.   
 
 
 

SCHEME  
COVERAGE 

SELF-ASSESSMENT 

Ability to provide the full information requested 

Prequalification  
Application 

 

 
Identification of Legal Entity 

 

 
Contact People 

 

 
Management & Personnel 

 

 
Work Preferences 

 

 
Experience 

 

 
Financial Details 

 

 
Additional Details 

 

 
External Performance Reports 

 

 
Client Referee Reports 

 

 
Applicant Statement 

 

 
Self Assessment 

 

 

 

 

 

 

 

 

 

 

  

 


