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Step 1: Information pack

Read and become familiar with the prequalification procedures in this Information Pack

Step 2: Work sites

Identify which of the four work sites (described in detail in Section 4) cover the type of Waka Kotahi work that 
your company may tender for. The four work sites are: 

1. Routine & Minor Works

2. Surfacing

3. Bridge Construction

4. Construction

Step 3: Classification level

Identify which of the two work classification levels (described in detail in Section 4) that you meet and are able 
to provide the appropriate supporting documentation for. 

Step 4: Subscribe to Tōtika

Contact Tōtika and complete registration process.

Step 5: Application upload

Confirm which work sites and levels you would like to apply for and submit the required supporting information 
(described in detail in Section 3) via prequalification@nzta.govt.nz.

Information supplied will be retained under your company's in-house prequalification profile.  In the event of 
changes to your company (refer to section 3.4) this allows a comparison between old and new company details 
to be made. You are required to notifiy Waka Kotahi of company changes at the time of the change.

All questions should be directed to the Waka Kotahi Prequalification Manager.

Applications will be processed on a first-come-first served basis.

You should receive notification of the result of your application within 4 weeks
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1 Contractor needs to be directly responsible for the delivery of activities or have experience as a Prime Contractor 
responsible for the delivery of activities included in this work category 
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Tōtika / 

Prequalification

Team

•Contractor registers with Tōtika, then contacts Waka Kotahi and submits all required 
informatio via email to prequalification@nzta.govt.nz.

Prequalification Manager

•Reviews and verifies submitted information.

•Prequalification Manager contacts Regional Primary Assessor (RPA) for referee check. 

•Using the information provided in the Supplier Questionnaire contacts the nominated 
referees and the Regional Primary Assessor (RPA) for referee check.

RPA

•Assesses information received, checks consistent with his/her knowledge of the 
Contractor.

•Provides comments to Prequalification Manager.

Prequalification Manager

• Reviews comments from referees and RPA , liaises with the supplier and completes an 
Evaluation Report. 

•Notifies Prequalfication Review Committee of decision(s) of application(s) received.

Prequalification Manager

•Issues Prequalification Certificate

PRC

•Review decisions and appeals in relation to the rejection / down grading of applications.

•Reviews and moderates PACE scores. Determines treatment of prequalified contractors 
subjected to a performance review.
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The Prequalification Manager 
Waka Kotahi NZ Transport Agency 
Victoria Arcade 
44 Victoria Street 
Private Bag 6995 
Wellington 6141 
 
 
Insert date  

RE: REFERENCE LETTER – Waka Kotahi Prequalification for physical works  

Further to the Waka Kotahi contractor prequalification process I have been asked to provide a 

reference (please see attached completed reference form) for the following contractor and contract 

for which I was the client. 

Name of contractor:       

Contract:       

 

The scope of this contract covered the following work categories (please see Table 1 for definition of 

work categories): 

Ref Work category Please tick 

1 Routine and Minor Works  

2 Surfacing  

3 Bridge Construction   

4 Construction  

 

I confirm that I have or have had no financial association with this contractor, and in my opinion no 

conflict of interest exists. 

 

Yours faithfully 

Name:       

Title of supervising authority:        

Address:       

Contact telephone no.:       

Email:       



Contractor reference for Waka Kotahi prequalification 

Contract value: $                                   

Contract start date :      /     /       Contract end date :      /     /      

 

Environmental management 

Based on the contractor’s performance on the above project I believe that the contractor (named 

above) has the capability for: 

Level Description 

A Capable of providing complex, high risk environmental management 

B Capable of providing complex, medium risk environmental management 

C Capable of providing simple, low to medium risk environmental management 

D Capable of providing simple, low risk environmental management 

 

Please circle the relevant level for each work category applied for.  Where a work category is not 

applied for please circle “N/A”.  

Ref Work category Level 

1 Routine and Minor Works N/A      A      B      C      D 

2 Surfacing N/A      A      B      C      D 

3 Bridge Construction  N/A      A      B      C      D 

4 Construction N/A      A      B      C      D 

 

Quantum or size of work 

Based on the contractor’s performance on the above project I believe that the contractor (named 

above) has the capability, resources and experience to carry out projects of the following value: 

 

 

Please circle the relevant level for each work category applied for.  Where a work category is not 

applied for please circle “N/A”. 

Ref Work category Level 

1 Routine and Minor Works N/A      A      B      C      D 

2 Surfacing N/A      A      B      C      D 

3 Bridge Construction  N/A      A      B      C      D 

4 Construction N/A      A      B      C      D 

 

Level Description 

A Greater than $20M 

B Between $5M and $20M 

C Between $0.5M and $5M 

D Up to $0.5M 



Cooperation and proactive partnering 

Based on the contractor’s performance on the above project I believe that the contractor (named 

above) has the following capability: 

Level Description 

A Experienced in the establishment and practice of a Full Partnering Charter and cooperates fully 
with all parties (or demonstrates ability to achieve this) 

B Requires very limited surveillance, adheres to the principles of partnering and cooperation with 
all stakeholders 

C Requires some surveillance and support  

D Requires surveillance and support 

 

Please circle the relevant level for each work category applied for.  Where a work category is not 

applied for please circle “N/A”. 

Ref Work category Level 

1 Routine and Minor Works N/A      A      B      C      D 

2 Surfacing N/A      A      B      C      D 

3 Bridge Construction  N/A      A      B      C      D 

4 Construction N/A      A      B      C      D 

 

 

Signature (client to sign):  

 

Name (print client name):       



You have been asked to provide a reference for insert company name for their involvement on the following 

project(s): 

• insert name of project   

• insert name of project   

• insert name of project   

• insert name of project   

 

They would like to apply for Waka Kotahi prequalification for physical works. Without prequalification 

contractors will not be eligible to bid for this work. 

Prequalification involves contractors being assessed over a range of quality criteria and then being registered 

for specific types and sizes of work.  

Your reference will be used, along with other measures, to determine an overall prequalification level for each 

work category that the contractor has applied for. You will need to consider the contractor’s performance in 

areas relating to environmental management, quantum or size of work and cooperation and proactive 

partnering. 

You will need to consider which work categories are covered by the project(s) noted above. There are 4 work 

categories that contractors can prequalify for in Table 1 below. A contractor only needs to be capable of 

performing one of the items listed under each category in order to qualify for that category. 

You will also be asked to verify the level of environmental management required and performed on the 

project taking into consideration the list of activities provided in Table 2 below.  

As long as you verify and sign off the reference letter you may ask the contractor to complete as much or as 

little of the information in it as you wish.  

Please return the completed reference to the contractor so that they may submit all documentation as one 

package to Waka Kotahi. 



Table 1 – Work category descriptions 
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• 

• 

 

Table 2 – Environmental management activities 

Manages construction noise to acceptable levels 

Manages construction dust 

Manages energy consumption and waste associated with construction and the business in a cost 
effective and sustainable manner 

Manages spray drift of chemicals during construction 

Adverse environmental effects of stormwater run-off are avoided or minimised during 
construction 

Avoids, remedies or mitigates effects of soil erosion, sediment run-off and sediment deposition 
during construction 

Ensures that non-road users are catered for during construction (maintain safety, comfort and 
connectivity) 

Sensitive construction around heritage and archaeological features 

Safe removal of contaminated soil 

Avoids or reduces, as far as practicable, the disturbance to communities from vibration during 
construction 

 

Your reference MUST be provided using the attached template. A separate letter must be completed for EACH 

project that you have been asked to provide a reference for.  

References can be local or international and from the public or private sector and experience on projects 

should be within the last 5 years. References from Waka Kotahi are not considered a conflict of interest unless 

specific circumstances suggest otherwise. 

Remember that you need to consider whether the contractor has demonstrated their ability/capability in an 

area, not necessarily whether they have actually completed a project at that level. 



Waka Kotahi (or its representatives) may contact you to verify your reference and your position. You must 

have had significant oversight of the contractor’s performance on this project and you will preferably have 

managed their contract. 
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