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Guide notes
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Description of the Services

Insert the name of project, job, or task

	Agreement name:
	»


The services under this Agreement include:

Include either option 1 or option 2 and delete the option that does not apply.

· Use Option 1 for engagements other than preparation of tender documents.  

· Use Option 2 for engagements for preparation of tender documents.

Option 1

Include details of:

· the nature and scope of the engagement; 

· functional and technical requirements;

· text and/or drawings that describe the nature and extent of the engagement for the specific project.

· »

End of Option 1

Option 2

insert services descriptor, for Example:

· Design and Design Development

· »

In the sentence below:

· At the first insertion point INSERT the TYPE OF CONTRACT, For Example: Design (to the extent specified) and Construction (GC21); Minor Works

· At the second insertion point Insert the name of project.

Preparation of a Tender Document for a » contract for the construction of », including the following:  

· the completion of any and all outstanding work required to produce a complete tender document, except the following work that will be carried out by others and the outcome provided to the Consultant:

Insert the work to be carried out by others if applicable. if none then insert “nil”

· »

· identification of any extraordinary contract risks expected to occur in the contract and proposals describing how it is intended to address such risks in the tender document; 

· preparation of the complete tender document;

· verification that the complete tender document complies with the requirements of the Agreement, including any changes requested, and has been checked for inconsistencies within and/or between the various sections (including drawings, schedules and appendices) of the tender document; and

· printing and delivery to the Principal of » copies of the following:

· Tender Document, 

· Tender Schedules; 

Insert all other requirements as applicable, For Example: drawings

· »

End of Option 2

The Services

This section states the technical details of the work to be done under the engagement.  It may, in turn, refer to a technical specification and other documents.  The Services section must clearly state the things that the consultant is required to do.  It must be clear and unambiguous.

Some typical clauses are included below.  Use the sections and clauses that are appropriate to the engagement. delete headings, clauses and prompts when not used.

1 Statement of purpose

Include either option 1 or option 2 and delete the option that does not apply.

· Use Option 1 for engagements other than preparation of tender documents. 

· Use Option 2 for engagements for preparation of tender documents.

Option 1

State the purposes for which the output of the consultancy is to be used by the Principal, followed by the phrase below. 

»

This statement of purpose is not intended to be an exhaustive list of the purposes required by this Agreement.

End Of Option 1

Option 2

In the sentence below:

· At the first insertion point INSERT the name of project

· At the second insertion point Insert a statement of purpose.

The » that is to be designed under this Agreement will be used » .

In the sentence below:

· At the first insertion point INSERT a description of the type of work, For example: Construction / Design and Construction / Design Development and Construction

· At the second insertion point Insert the type of work, for example: a new Public School, alterations and additions to an existing high school or a new wastewater treatment plant.

The Tender Document to be prepared under this Agreement is for the purpose of calling tenders and awarding a contract for the »  of a ».

End of Option 2

2 Budget

Insert the Approved Project budget for the required product or services, as appicable. 

The Approved Project Budget is $» 

The Approved Project Budget must not be exceeded without prior approval of the Principal.

3 Services program

The Approved Project Program identifies activities, including approvals and clearances and inputs required from the Principal and others, and highlights the critical milestones for each phase of the Project including:

Insert the program requirements.

· »

4 Cost estimating 

The Consultant must provide cost estimates at the following milestones:

Insert the milestones where cost estimates are required. For Example:

· 50% Schematic design;

· 95% Schematic design (Design Estimate);

· 50% design development (Cost check);

· 95% design development (Cost check);

· 50% Documentation (Cost check);

· 95% Documentation (PreTender Estimate).

· »

All cost estimates required under the agreement must be pepared using the following criteria:

Insert relevant details such as the:

· method of measurement;

· method of estimation;

· component break-up;

· base dates;and 

· format required.

· »

5 Relevant information 

Include either option 1 or option 2 and delete the option that does not apply.

· Use Option 1 for engagements other than preparation of tender documents. 

· Use Option 2 for engagements for preparation of tender documents.

Option 1

The following relevant information is provided:

Insert details; For Example: survey, geo-technical, hydraulic, hydrological, oceanographic or other relevant technical information, where available. 

· »

End of Option 1

Option 2

Delete the following paragraph and insertion point if it does not apply

The following relevant information is provided for use in carrying out the design and design development:

Insert details; For Example: survey, geo-technical, hydraulic, hydrological, oceanographic or other relevant technical information, where available, 

· »

The following relevant information is provided for incorporation into the Tender Document:

Include appropriate NSW Government Procurement System for Construction requirements and any special requirements. 

· »

End of Option 2

Advise the Principal as soon as possible if any of the above information contains errors or requirements or provisions that are contrary to other requirements of this Agreement.

6 Meetings 

The Consultant must:

· attend design review meetings;

· conduct coordination meetings with Subconsultants and/or other Service Providers, including the issue of agendas, chair the meetings, take and issue minutes (as required); and manage any correspondence; and

· advise the Principal of the dates of coordination meetings at least one week in advance.

The meeting schedule is:

Insert expected meeting schedule or frequency. 

· »

7 Project structure

Include this clause and the above heading if a description of the project structure is required . Otherwise Delete

Insert a description and details of the project structure

»

End of clause Project structure

8 Standards and guidelines 

Include either option 1 or option 2 and delete the option that does not apply.

· Use Option 1 for engagements other than preparation of tender documents. 

· Use Option 2 for engagements for preparation of tender documents.

Option 1

The Consultant must use the latest standards, codes and other standard documents relevant to the project and disciplines involved in carrying out the Services, including:

Insert standard codes, drawings, NATSPEC worksheets, or other documents relevant to the type of project and disciplines involved. 

· »

End of Option 1

Option 2

The Consultant must use the following standard documents in carrying out the design/design development.

Insert standard codes, drawings, NATSPEC worksheets, or other documents relevant to the type of project and disciplines involved,otherwise delete the above sentence and the following insertion point. 

· »

The Consultant must include the following standard documents in the tender documents:

Insert a list of standard documents relevant to the type of project and disciplines involved, otherwise delete the above sentence and the following insertion point

· »

End of Option 2 

9 Related documents 

Include this clause and the above heading when related documents will form part of the Services, Otherwise Delete.

The documents listed below form part of the Services:

List all other documents that form part of the Services

· »

End of clause Related documents

10 Document preparation

Include this clause and the above heading if the engagement includes the preparation of tender documents. Otherwise Delete

The Consultant must complete the preparation of the tender documents that fully detail the form, nature and character of the works to be constructed.

The Consultant must base the tender documents on the following standard forms available through the NSW Government Procurement System for Construction:

Insert the name of the NSW Government Procurement System for Construction standard form documents to be used by the Consultant.  For Example: GC21

· »

The standard provisions of the NSW Government Procurement System for Construction must not be amended without express approval from the Principal. 

Comply with the following specific requirements for the tender documents:

Include either option 1 or option 2 and delete the option that does not apply.

Use Option 1 for Technical specification (building contracts)

Use Option 2 for Technical specification (engineering contracts)

Option 1

Technical specification (building contracts)

Insert the details of the NATSPEC documents that must be used to prepare the technical specification:

· NATSPEC;

· NATSPEC BASIC;

· NATSPEC DOMESTIC; 

· NATSPEC SERVICES;

· NATSPEC and NATSPEC SERVICES

Prepare the Technical Specification in accordance with ».

Include the following statement if the contract documents will be based on NATSPEC. 

When the documents are based on NATSPEC, the producer of the documents must subscribe to NATSPEC.  When submitting NATSPEC-based documents to the Principal, provide proof of currency of such subscription.

end of Option 1

Option 2

Technical specification (engineering contracts)

Prepare the technical specification under the following section headings:

Include a list of the technical specification sections to be included in the specification

· »

Include Inspection, Witness and Hold Points for:

Include a list of Inspection, Witness and Hold Points required for the project.

· »

End of Option 2

End of clause – document preparation

11 Document format 

Include the following paragraph and list if documents or reports are required in electronic format. Otherwise Delete.

Provide the following information both in hard copy and electronic format:

Delete the following dot point if the engagement does not involve the preparation of tender documents

· Tender Documents,

List the documents to be provided.

· »

Use the following formats for the supply of Contract Material:

List the specific documents to be provided. in electronic format, as well as the appropriate software application and version.  For example:

· Microsoft Word 2000 or 2003; 

· CADD information in Microstation version 4

Include how it is to be submitted.  For example:

· Compact Disc, formatted for an IBM compatible computer.

· »

Use the following subclause and prompt if Asset.gov is to be used for services communication.  Otherwise delete

Use the Asset.gov for all electronic communications.  The following file formats are acceptable for use on Asset.gov:

List acceptable file formats for submissions. Refer to Asset.gov administrator for latest acceptable formats.

Remember to include information on the acceptable versions, for instance “HPGL - version 1.35 to 2.9” 

· »

end of Asset.gov subclause

12 Checking

Delete the following clause and the above heading if the engagement does not involve the preparation of tender documents

Verification

Together with the design documents and the completed tender document, provide:

· a quality management activities list fully signed off by the key personnel nominated; 

Insert specificy requirements where indicated below. For example:

· completed checklists,

· certification, and

· like information.

· evidence (such as ») to demonstrate that the design documents and the Tender Documents have been checked and meet the requirements of the Agreement as amended by approved change requests.

Failure to comply

If the Principal considers that the Consultant has failed to comply with the requirements of the Agreement, despite the provision of evidence that the documentation has been checked and the Activities List signed off, the Principal may:

· implement such checks that the Principal determines are required; 

· request the Consultant to amend the Agreement to meet the requirements of the Agreement; and 

· recover the cost to the Principal of implementing such checks against payment due to the Consultant. 

end of clause - checking

13 Change requests

Delete the following clause and the above heading if the engagement does not involve the preparation of tender documents

The Consultant, using a suitable Change Request Form, must confirm in writing to the Principal details of all changes requested by the Principal, the Client or the Consultant.

When either the Principal or the Client orally requests a change, the Consultant must seek written confirmation from the Principal using a Change Request Form.

Keep a running log of all changes requested and confirmed.  Advise the Principal of time and cost implications no later than 7 days after confirmation of a change request. 

end of clause - Change requests

14 Submissions

Delete the following clause and the above heading if the engagement does not involve the preparation of tender documents

The design documents shall be submitted progressively for comment by the Principal and the Client at the following stages:

Insert the design documents submission stages

· »

The tender document shall be submitted progressively for comment by the Principal and the Client at the following stages:

Insert the tender document submission stages

· »

Where indicated in the sentence below insert either: 

· “every two (2) weeks” 

or (for engagements of less than 60 days duration)

·  “at the preliminary 50 % draft document stage” 

In addition, provide » a Status Report that includes the following:

· the status of each Section of the Tender Document indicating whether it is either Not Started, Preliminary Draft Only, Final Ready for Checking or Final (checked) as applicable.

· a copy of the log of Change Requests received and recorded;

· advice of any delays that have occurred beyond the control of the Consultant;

Amend as appropriate

· an updated Program showing the current predicted date for submission of the Preliminary 50% Draft Document and the Final 100% Tender Document.

end of clause - Submissions

15 Quality management system

Include this clause and the above heading if design or management of design is involved in the services. Otherwise delete.

Requirement

All services under the Agreement, including services by sub-consultants and secondary consultants, must be carried out under a quality management system certified as meeting the requirements of AS/NZS ISO 9001:2000 or ISO 9001:2000 except when the Principal has accepted a tender where the situation is otherwise.

The above clause means tenders from regional/local consultants who do not meet the quality management system requirements may be accepted.

Audits

The Principal may conduct audits of the Consultant's and sub-consultants’ quality management systems during the Agreement.  These audits may be carried out by or on behalf of the Principal.  Reasonable prior notification of the date and scope of an audit will be given.

End of clause – Quality management system

16 Management plans generally

The Consultant must have a management system that is consistent with, and must develop, document, implement and maintain a Services-specific Services Delivery Plan that complies with AS/NZS ISO 9001:2000 or ISO 9001:2000. The Services Delivery Plan must cover any subconsultants and address the management plans required of, and accepted from, any other relevant participants in the Services.

17 Services Delivery Plan

The Consultant must provide the Services Delivery Plan within the time specified in Item 4 of the Agreement Information, or as otherwise agreed by the Principal to suit the progressive implementation of the Services Delivery Plan with the Services. The Services Delivery Plan may be prepared in stages, but the relevant parts of the Plan must be submitted, considered by the Principal (allow 7 days from receipt by the Principal), and in place before related work commences.

The Consultant must incorporate relevant information provided with the Consultant’s Tender into the Services Delivery Plan.

The Services Delivery Plan must also at least cover:

· subconsultants dealing with the interaction and integration of the Services with their activities;

· documentation management and control, including CADD/drawings, and all the reports and other documents to be prepared for the Services;

· design management;

· time management, including program management;

· cost control/reporting/recording;

· stakeholder communication, consultation and liaison;

· auditing and audit trails;

· reporting and monitoring;

· health and safety in design and with work site activities;

· process control generally; and

· other management required.

With each payment claim the Consultant must submit a description of changes proposed to the Services Delivery Plan, including an updated activities list showing any changes in the Services breakdown structure, the program, personnel and progress of the carrying out of the Services.

18 Occupational Health and Safety

Occupational Health and Safety management

The Consultant, the Services, and all related OHS management must address the requirement for:

· safety with the management, maintenance, use and operation of the completed assets designed to be considered and addressed in their design; and

· all design to minimise the risk to the health and welfare of construction, operation, maintenance and service workers, and all other users of the assets designed.

Periodically review and revise designs prepared to ensure that all reasonably foreseeable hazards and risks to health and safety, both in the execution of the design, and in the use, maintenance, repair, operation and demolition of the design product are identified, assessed and, where practicable, eliminated. Where it is not practicable to eliminate risks, to the extent practicable, effectively control the risks by design or, where this is not practicable, by operational requirements. Document and report on, as part of regular design reports, the review and the identification of hazards and controls, including any operational requirements.

Work site OHS

If the Consultant is required to visit, work, or control work on a work site, including a site controlled by others, the Consultant must:

.1 make its own inspections of the site and identification of hazards arising from the work site;

.2 assess the risk of harm to the health or safety of any person from any hazard identified under its control;

.3 in assessing risks and hazards, take into account its own inspections and any hazard identification or risk assessment, elimination or control information provided to the Consultant;

.4 review and comply with any risk assessment and any measures adopted to control risk advised to the Consultant by the Principal or others; 

.5 eliminate or control risks under its control to the health or safety of any person; 

.6 in any review, assessment and control of risks that it is required to make, take into account but not rely alone on any hazard identification or risk assessment, elimination or control information provided to the Consultant by the Principal or others;

.7 not rely on the omission of any mention or detail of any hazard in the information provided by the Principal as evidence of the absence or limitation of any hazard;

.8 comply with all authorised directions, procedures and policies pertaining to visiting, working or controlling work on the work site; and

.9 document and implement a Safe Work Method Statement for the services in accordance with the “NSW Government OHS Management Systems Guidelines”.

If the Consultant and/or subconsultants carry out work on a work site the Consultant and subconsultants must document and implement Safe Work Method Statements in accordance with the NSW Government “OHS Management Systems: Guidelines”, except when the risks associated with the work are shown to the Principal to be low and covered by a Consultant Safe Work Method Statement, the subconsultants may implement the relative parts of that Statement.

The Consultant must submit the Consultant’s Safe Work Method Statements and any subconsultant Safe Work Method Statements to the Principal before one week prior to the relevant work being carried out on the work site.  Submit revisions to the Safe Work Method Statements to the Principal.

Designed Product OHS requirements

If the Services include design, the Consultant must ensure that all reasonably foreseeable hazards and risks to health and safety, both in the execution of the design, and in the subsequent use, maintenance, repair and demolition of the asset designed are identified, assessed, and where practicable, eliminated. Where it is not practicable to eliminate risks, the Consultant must, to the degree practicable, effectively control the risks by design or by identifying operational requirements.

In any review or assessment of risks that it is required to make, the Consultant must take into account, but not rely alone on, any hazard identification or risk assessment, elimination or control information provided to the Consultant by the Principal.  The Consultant must not rely on the omission of any mention or detail of any hazard in the information provided by the Principal as evidence of the absence or limitation of any hazard.

The Consultant must include in the documentation all available information that is necessary to enable controllers of the designed product premises or employers using the designed product premises as a place of work, including, but not limited to contractors executing or constructing the designed product, to fulfil their responsibilities with respect to identifying hazards, assessing risks arising from those hazards, eliminating or controlling those risks, and providing information.

19 Locating Existing Services

Include this clause and the above heading if the engagement requires the consultant to carry out excavation work, Otherwise Delete.

The Consultant is responsible for locating services. 

Before commencing excavation the Consultant must obtain, from the Dial Before You Dig information service or relevant public authorities or owners of underground services, written confirmation of the exact positions of all underground services at and around the Site, and verify and prominently mark the locations of the underground services on the Site. 

end of clause – locating existing services

20 Site Visits

The rate for a site visit is to cover all costs (including the cost of personnel, on-costs and overheads, travel, accommodation and subsistence) for any travel further than 60 km radius measured from the Consultant's premises covering the time from departure to return at the Consultant's premises.

21 Supplementary services

Include this clause and the above heading when supplementary services are required, Otherwise Delete.

Include in this section any of the following or similar that apply to the engagement:

· sections describing technical requirements of the engagement;

· separate section for each sub-consultancy or major area of work, if applicable;

· supplementary services relating to a specific profession or type of engagement.

»

end of clause – Supplementary services 
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