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Dynamic Shortlisting System (DSS) - New Work Request Form 
For Works Contracts. CPD Construction & DOH eTendersNI
Below Threshold Including VAT (Revised April 2025)
Notes for completion
· This form replaces a PQQ/ PSP for works in excess of 30K and below EU Threshold works Procurements. It will contain all the information and confirm the approvals necessary for CPD Procurement Operations Branch (POB) to publish a procurement on eTendersNI Portal. Only a satisfactorily completed form will be published.


	AUTHORISATION TO PUBLISH – GRADE 6 (or GRADE 7) APPROVAL (Must be signed by person responsible for Business Case)

	PM /CA to Complete all Highlighted sections. See advice notes in Red. 

	PROJECT TITLE: [Insert Name Here]

	ORGANISATION: 

	A copy of this Signed Pro Forma must be retained by CPD/DOH (CA/PM) and available for inspection during any audit. All sections must be completed prior to submission to CPD POB and prior to a competition being published on eTenders NI


	On Behalf of the Contracting Authority I Confirm the following in relation to the above project:-
1 The appropriate business case approval and /or other necessary approvals have been obtained.
2 We, as the Contracting Authority have sufficient funds to proceed with the project as advertised

	SIGNATURE
	[Insert Name Here]
	

	PRINT NAME
	[Insert Name Here]
	ENTER GRADE HERE

	POSITION IN ORGANISATION
	

	DATE
	[Enter date here]

	POB (Official use only)

	ID NUMBER (eTendersNI)
	eTendersNI Resource ID



		


Section I: Contracting authority contact
I.1) Name, addresses and contact point(s) (Must be signed by CPD/DOH Project Manager)
CA/PM Tender Coordinator name:   [Insert Name Here]
E-mail: [Insert email address Here]
Section II: Contract Information
II.1) Description
	II.1.1) Title attributed to the contract by the contracting authority: [Insert Description Here]
	

	II.1.2) Type of contract and location of works, place of delivery or of performance
(choose one category only – works, supplies or services – which corresponds most to the specific object of your contract or purchase(s))
 

	Main site or location of works, place of delivery or of performance: [Insert Site Location Here]	

	II.1.3) Short description of the contract including scope of works (Do not use <> or & also limited to 1000 characters )
[Insert Details Here]




	II.1.4) Constructionline Financial Notation Required (As per estimated cost and excludes VAT)

	Constructionline is used solely as a means of establishing whether the Contractor has the
appropriate Financial Notation to carry out a project.	When checking Financial Notation 
Procurement Operations Branch Colleagues will accept any Constructionline Category as 
long as the accompanying Financial Notation exceeds the Notation required for the 
opportunity.
	£0.00



	II.2.1) Total quantity or scope: (including all lots, renewals and options, if applicable) (if applicable, give figures only)
Estimated Value (Excl VAT)   £0.00 
Estimate Value (Incl VAT )     £0.00


II.2) Duration of the contract or time limit for completion (Use only full Months)  [Insert Period Here]

Section III: Legal, economic, financial and technical information
III.1) Conditions for participation	
III.1.1) Economic and financial ability
Suppliers are required to be registered and active on Constructionline. Suppliers should have the minimum category value (estimated value) in at least one of the Constructionline Categories specified in Section II 2.1 above. (CARS is at discretion of the PM/Client and is normally Project cost + 15%)

Insurance Requirements – Minimum level(s) of standards possibly required: (PI may not be required on WORKS contractors)

Public Liability Insurance:		[Insert Value Here]

Employers Liability Insurance:	[Insert Value Here]

Contractors All Risk Insurance:	[Insert Value Here]

Professional Indemnity Insurance:	[Insert Value Here]	

	III.1.2) MAIN CONTRACTOR - Technical capacity 

	Information and formalities necessary for evaluating if the requirements are met:
	Minimum levels of standards required
All firms are required to be registered and active on the CPD/HP Register of
Contractors with the following categorie

Select Work Category’s                                           







	All firms are required to be registered and active on the CPD/HP Register of
	

	Contractors with the following categories 
	

	
	

	Select Facility Category(s) 
	

	  

	

	Select Discipline Category
	

	  

	

	Select Value Band Required
	

	  





	





III.1.3) SUB-CONTRACTORS (Not to be the same as the Main Contractor) – Technical Capacity 
The following subcontracting firms will be required for this project and will be required to be registered on the CPD/DOH Register of Contractors and have the appropriate Facility and Work Category(s) as follows:

Facility category			If not required enter N/A
Discipline Category		 	Work Category’s 		    
Discipline Category			Work Category’s		    
Discipline Category			Work Category’s		    
The term Subcontractor is used to refer to the party(s) selected by a Contractor to deliver the project. (New Note) No subcontractors will be assessed as part of this eligibility process; however if required the Contractor will be requested to identify the firms at tender stage he intends to use. 





Section IV: Procedure
IV.1) Administrative information POB Only
IV.1.1) Time limit for receipt of tenders or requests to participate
Date: Closing Date set by CPD/HP on validation of this form [Insert Date Here] (dd/mm/yyyy)       Time: 15:00 on the due date
	IV.1.2) Date of dispatch of invitations to tender or to participate to selected candidates (if known, in the case of restricted and negotiated procedures, and competitive dialogue)
Date: Issue Date set after CPD/HP Rota application for all qualified suppliers has been confirmed  [Insert Date Here]                             (dd/mm/yyyy)



SECTION V.I: COMPLEMENTARY INFORMATION V.1) PROCEDURES FOR COMPLAINTS
	V.1.1) Body responsible for complaint procedures (enter CPD/DOH or HSC Trust details).

	Official name:
	 [Insert Name Here]

	Postal address:
	 [Insert Address Here]

	Town: Postal code:
	 [Insert Postcode Here]

	Country: Telephone:
	 [Insert Number Here]

	Email: Fax:
	 [Insert email Here]

	Internet address (URL):
	 [Insert Address Here]



VI) DATE OF COMPLETION OF THIS NOTICE: [Insert Date Here] (dd/mm/yyyy)
POB DRAFT

POB DRAFT

CPD POB
POB DRAFT

Please forward completed Work Request Form to mailto: ProcurementOperations.cpd@finance-ni.gov.uk (in both word format and from the email address of the Authority as a signature).
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	ACTIVITY
	TARGET DATE

	Deadline for receipt of tenders or requests to participate (PQQ or PSP).
	 [Insert Date Here]
(min. 10 working days from publication)

	Anticipated date of issue of Tender Invitation to Select List of Suppliers (ITT).
	 [Insert Date Here]
(normally within 2 months of finalising evaluation)

	In the event that the procurement is unavoidably delayed, but not cancelled, PQQ/PSP will be assessed at the time of receipt and Contractors will be notified of the outcome. The short-list of Contractors for Invitation to Tender will normally remain valid for a period of up to 12 months from the PQQ/PSP Submission Deadline. However, it is imperative that the PQQ/PSP is assessed without undue delay, results released and Invitations to Tender (ITTs) issued in a timely manner. If a procurement process has stalled between PQQ/PSP and issue of ITT documents, and then recommenced, the CA/PM should ensure that the short-listed Contractors still meet the required minimum standards.
The CA/PM shall note that when fixing the time-limits for the receipt of ITT, the complexity of the procurement and the time required for drawing up documents must be taken into account.









































Annex 1
DSS Work Codes

These are the codes that get added to the Work Category sections in sections 1.2 & 1.3 of the DSS Work Request Form

https://www.finance-ni.gov.uk/publications/current-lists-facility-and-work-categories-held-by-contractors-cpd-dynamic-shortlist 

Categories are listed in the Explanation of Work Facility Categories section in the above link. The PDF doc is copied below.

CPD DYNAMIC SHORTLISTING SYSTEM DEFINITION OF FACILITY CATEGORIES 

A. Buildings and schemes with non-critical* engineering services installations and non-specialist equipment, e.g.** non-acute hospital buildings with normal structures and engineering services installations, clinics and health centres, old persons’ homes, children’s’ homes, residential homes for people with physical and/or learning difficulties, day centres, training centres, fire and ambulance stations, schools, residential developments that do not comprise single dwelling units, general purpose halls, and surface and multi-storey car parking schemes that include engineering services installations such as access control systems, CCTV, street lighting. 

B. Acute hospitals, specialist medical units and non-health sector multi-functional/ mixed occupancy buildings with critical* engineering services installations and specialist equipment, e.g.** critical care wards, operating theatres, renal units, CSSD’s and high technology manufacturing/ production/ laboratory facilities, power stations, prisons and major infrastructure schemes. 

*Critical engineering services installations are services which if Interrupted will cause a serious risk to the health and safety of the occupants of a facility and/or have major consequences for the functional operation of a facility. 

**Examples given are for indicative purposes only, and each application will be assessed on the basis of the specific content of the schemes. Examples can also include evidence of experience gained working in Joint Ventures / Consortia or other formal collaborative working arrangements.

WORK CATEGORIES – BUILDING
1. New Building/Extensions. 
2. Alterations/Refurbishment

WORK CATEGORIES – CIVIL ENGINEERING 
1. Civil Engineering – Roads, Bridges, Bulk Excavation, Sewage Works, etc

WORK CATEGORIES – ELECTRICAL 
1. HV Mains Cabling and Switchgear Installation 
2. LV Mains Cabling and Switchgear Installation 
3. Lighting and Power Installations 
4. Control, Alarm and Signalling Installation 
5. Generator Plant Installation

WORK CATEGORIES – MECHANICAL 
1. Low Pressure Hot Water Heating Systems 
2. Steam and Condensate, HPHW and MTHW systems 
3. Large Steam HPHW and MTHW Boiler Installations 
4. Air Conditioning and Ventilation Systems 
5. Plumbing Installations etc
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