Construction Supplier Register
New applicant checklist for suppliers of construction works and services
The Construction Supplier Register (CSR) is an open pre-qualification scheme for suppliers of construction works and construction services interested in accessing tender opportunities to deliver Victorian Government construction projects.
Pre-qualified suppliers of construction works and construction services are bound by and must comply with the CSR Conditions of Pre-qualification.  This includes undertaking a review on request by the Construction Supplier Register in order to remain registered on the CSR.
This checklist has been provided to assist you in completing the application and is for your use only.  This checklist does not need to be returned to CSR along with your supporting documentation.
Using the CSR Application Form
The CSR application form (Microsoft Excel format) must be submitted as an Excel file.  No other file format will be accepted.  Do not submit a PDF copy of the file.
Do not alter the formatting within the spreadsheet.  The CSR application form with changed fields will not be accepted.
Do not attach or embed information onto the CSR Application form file.
Evidence to support your application
This checklist outlines the evidence you need to successfully submit with your application.
The completed CSR application form and ALL supporting evidence must be submitted as separate pdf files.  Your OH&S submission must be completed using the mandatory-evaluation-criteria-industrial-relations-management-attachment-2-instruction-37 and must address Criteria 1-12.  CSR will not progress an application that is incomplete.  
Each pdf attachment needs to clearly identify the type of evidence presented.  
Examples:
· Person name – Certificate of Registration with the relevant regulator (e.g a copy of the Director’s certification with the Victorian Building Authority/Business Licensing Authority/Architects Registration Board of Victoria)
· Supplier’s name – Professional Indemnity certificate of currency
Use the checklist to ensure:
· Completion of the relevant tabs and tables, and
· successful submission of the required evidence.
It is the responsibility of the applicant to submit all documentation to support an application.  CSR will advise you if the application is incomplete.  The application will not progress if outstanding correspondence is not provided to CSR when requested.
Where to submit your application?
Submit your application and supporting documentation to:
 constructionsupplierregister@dtf.vic.gov.au
General help and support
For any help and support with the application process please contact the CSR team by:
· email constructionsupplierregister@dtf.vic.gov.au
· telephone 03 7005 9447
Further information is also available online at:  https://www.dtf.vic.gov.au/infrastructure-investment/construction-supplier-register
New applicant checklist
Tab - Business details, work history, maximum project size
	Checklist
	Completed / Attached    

	Complete all tables on this Tab
	

	Provide a copy of the certificate of currency for each insurance – WorkCover, Public Liability & Professional Indemnity (as applicable)
	

	Provide a copy of the latest renewal WorkCover premium notice / statement showing the insurance premium rate, compared with the relevant industry (see example below)
	

	Provide Director ID # and certificate if available
	


Tab - Registrations and professional qualifications
	Checklist
	Completed / Attached    

	All applicants – complete Tables 2.1 and 2.2
	

	Complete Table 2.3 – 2.6 with current registration information including expiry dates for each
	

	Applicants applying for pre-qualification categories that require professional qualifications - complete Table 2.7
	

	Provide a copy of each certificate of registration, or an extract from a register for each registration (VBA/BLA/ARBV)
	

	Provide a copy of each qualification
	

	Provide Deed Poll where applicable
	

	Provide copy of WorkSafe issued asbestos licence – Class A – friable and non-friable where applicable
	


Tab - Supplier code of conduct
	Checklist
	Completed / Attached    

	Complete and sign the Supplier Code of Conduct
	



Tab - Occupational Health and Safety management
	Checklist
	Completed / Attached    

	Prepare Occupational Health and Safety management system using the templates available here 
OR
Submit a current certificate from an approved assurance system to satisfy the requirements of the OHS eligibility criteria 1 – 10, as well as completing Criteria 11 and 12.

	

	Submit OHS management system
	

	Attach evidence of compliance with the OHS management system for each OHS criterion
	

	As the size of this document may be large, send a separate email with evidence as a compressed (zipped) file

	


Tab – Cladding history
Complete this Tab if you are applying to the sub-category Cladding rectification
	Checklist
	Completed / Attached    

	Complete all tables on this Tab, as they apply to the applicant
	

	Submit explanations for each disciplinary action listed
	

	Provide a copy of the certificate of currency for each insurance required – Note* Professional Indemnity insurance with a minimum of $5 million (any one claim) is mandatory
	

	Provide a copy of those sections of the insurance policy that address the exclusions and excess applying to the policy
	


Tab - Industrial relations management
FOR WORKS ONLY – CONSTRUCTION SERVICES APPLICANTS DO NOT COMPLETE
	Checklist
	Completed / Attached    

	Complete the Industrial Relations management self-assessment – Table 6.1
	

	Complete Table 6.2 if the applicant has answered:
· NO to any of the questions in Table 6.1 (excludes question D6)
· YES to question D6 in Table 6.1
	

	Complete the Declaration of compliance with industrial relations management criteria– Table 6.3
	

	Attach the Fair Jobs Code – Pre-assessment certificate if you are seeking a project limit above $3M 
	


Tab – Financial statements
FOR WORKS ONLY – CONSTRUCTION SERVICES APPLICANTS DO NOT COMPLETE
	Checklist
	Completed / Attached    

	External assessor Equifax will contact you to request information including a copy of your financial statement for the previous financial year for pre-qualification with a project limit lower than $15 million
	

	External assessor Equifax will contact you to request information including a copy of your audited financial statement for the previous financial year for pre-qualification with a project limit higher than $15 million
	



Tab - Agreement and consent
	Checklist
	Completed / Attached    

	Company Director, Partner within partnership or Sole Trader to complete the agreement and consent – on behalf of applicant
	

	Company Director, Partner within partnership or Sole Trader to complete the agreement and consent – each of applicant’s key personnel (includes directors of companies, partners within a partnership, as applicable)
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The copyright in this New applicant checklist is owned by the State of Victoria (Department of Treasury and Finance).

© State of Victoria 2022
  
You are free to re-use this New applicant checklist under a Creative Commons Attribution 4.0 licence, provided you credit the State of Victoria (Department of Treasury and Finance) as author, indicate if changes were made and comply with the other licence terms. The licence does not apply to any branding, including Government logos.

Copyright queries may be directed to IPpolicy@dtf.vic.gov.au
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Annex - 1

Example of a WorkSafe insurance premium
statement

Note: the example contains a cover letter from the Worksafe Victoria authorised
agent. Statements are generally three to four pages. As part of the evidence, we
require the full statement including the agents cover letter.

Date o ssue 7y 2018
- 000004 w 21-GBS Employor Number 1000669

ol

APPLE ABNER LEGAL
101 TEST STREET
MELBOURNE VIC 3000

WorkCover Insurance

Dear Employer

You are receiving these document(s) by post following failed attempts to
deliver them to your registered email address. Email delivery could fail for a
number of reasons including email filtering, your email address has changed,
or the nominated email account is full or no longer operational.

What You Need To Do:

+ Login to Online Employer Services
via www.worksafe.vic.gov.au/employer, select "Update my mail
preferences" and confirm the email address is correct; or

- Contact us on the number above.

Yours faithfuly,
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MELBOURNE VIC 3000

‘W worksafexicgovau/employer
1000669

Three steps to renew your WorkCover Insurance

© steo 1 - Check your remuneration* and select your payment option for 2018/19

OPTION A OPTION B OPTION C
atyulPoment-sw Do Fllamen- % it cumetymanen
ot ot | [feom |
Due $19,315.99 Due $1972264 0. $5,083.15

OR OR

e S|

DueDate 6 August 2018

AYourremuneration can be found on the enclosed Notice of remium,

Your cams excess buy-out for 2018/19 can aso be setup,or changed, il 1 August 2016

©) step 2 - Pay your premium for 2018/19

Make a payment by logging in to Oniine Employer Services or by using one of the other Easy ways to pay.

© step 3 - Certify your remuneration for 2017/18

Certfy your remuneration for 2017/18 by logging ino Oniine Empl

Senvices by 26 October 2018,
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Your Transaction Details

Tax Invoice

OPTION A

Early Full Payment - 54 Discount
Aoocal Premiom 18/19
[y

Discounted Promium

OR
OPTION B

FullPayment - 5% Discount
Aoocal Promiom 18/19
Dscaunt 3%

Discounted remium

OR
OPTION C

Quartery Instaiment
nstanentPeriom 18/19
Quartery Intaiment

AND

ast
sipiaa2

o242
175800

sigias2
55545
s1mer

40210
sa6210

Payments and Other Transactions (added to A or )

OpeningBasce
25017 PamentReceied
Tota Other Transactons

Totalinc. GST.
2033262
5101663
stsaisen

2033262
550098
sto72268

$508315
ssosa1s

sisg1a1
s1692141
s000

Employer Number 1000662

How can you
support an
injured employee
back to work?

A an mpogryoueed o koow
hootun 0 work procoss and your
abigaions i th et youhave
inrod amploy wih a workors
compansatn clim.

ot ot more 3 b you s
sugportan e emploge e o
o it getingbackcomau
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Your Notice of Premium Employer Number 1000669
Premium noticesstate the premium payable incucing any adjustments for each

Notic Premium (=} 2018/19

WorkCaver Premium $1848420 | DateotMotics' 72018

st $18842  period of Cover

Premium Payable for 2018/18 swog2e2  Fon 142018
s i To: 3042019

Yous premum payable fo 2018/19 s based on ot remuneration o $3441087

and your premium rate of 0.5996%.

e by austingyour weighted industry rate of 05840%
o account foryou bette than average perfrmance atng.
Your performance ratng of 0923837 s 7.6% bttr thanthe industy

Important Information

Premium Nolices: Notics show th premium payabl ncuding adjustments fr each fnancalyea.Notices for 2014/15 and lter
s are isssed nder the Workplace Iy Rehabitation and Compensation Act 2013

Due Dates for Instaiment Payments:Tris annua enwal nofication conains your st nstament nofce Your utre nstament due.
dates wilbe on the 1 December 2017, 1 March 2018 and 1 June 2018, Fo further detas on payment optios, please conactyour
sgent.

Right of Review: I consicr e premium o penalty stated na nofce to be ncotec,you my request a review wthin 60 days from
ihe date tisnofce was seved, nder
+" Dbision’ of the Wovkplace iy Rehabitaon and Compensation Act 2013 for the 9014115 financialyearandltes financial

yeas

For more information o odging  equest for i, efr o wwwworksafeic.govau/insurance.

You must let us know if... How to update your details
+ youchange the tucueof your business eg. foma You can pdate your detis by using Onine Enploye Sies
Fanrshp o8 compa) of e ounershp changes Afe oggng v wwwworksafesic govau/empoyer sou

+ the actiiesyou underake at any of your workplces. .
A + change your contact detals

" {aumoe eatons o wrglces o b 0 0P chang s et s

+ your esimated emunertionncreases by 20% or more + update yourrateableremunersion

ffom the remunerabon used f calcuateyour promum
bl + t@us aboutany other chang usig the

+your acual emuneration ror o 30 Ape s greaterthan the “Wotfy s of oherchanges' fnction

Temuncration sed t Cacuiate your premiom
o Yo canalso conactusva phone or emal.

These are some of thefactorsthat can mpactyour WorkCover

Insurance premium, Fure o advise usof changes witin 28

days can resultin pralte. For more nformaton onyour

employe obigatons,efer

wwworksafe.vic govau/insurance.
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