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Checklist of Principal’s Representative’s functions and responsibilities 

	Contract name:
	………………………………………………………………………………

	Contract number:
	………………………………………………………………………………


In respect of the General Conditions of Contract

	1. 
	Clause 2.3 - Provide a direction on any discrepancy, error, or ambiguity in the Contract Documents when requested by the Contractor.
	□

	2. 
	Clause 3.3 - Approve or direct departures from the Principal’s design.
	□

	3. 
	Clauses 5.2 and 5.7 - Ensure that the Principal is named as an insured in the Contractor’s insurance policies and approve the Contractor’s insurers and terms of insurance.
	□

	4. 
	Clause 7.2 - Direct the Contractor to carry out a variation due to different Site Conditions.
	□

	5. 
	Clause 8.2 - Direct the Contractor to uncover and recover work.
	□

	6. 
	Clause 8.2 - Direct the Contractor to carry out additional testing or re-testing.
	□

	7. 
	Clause 8.3 - Meet with the Contractor to decide on reasonable costs where the work uncovered, recovered, tested or re-tested is in conformity.
	□

	8. 
	Clause 8.3 - Where agreement is not reached within 14 days, assess the reasonable costs payable to the Contractor, where the work uncovered, recovered, tested or re-tested is in conformity.
	□

	9. 
	Clause 8.4 - Direct the Contractor to correct, including remove or replace non-conforming work within the time specified.
	□

	10. 
	Clause 8.5 - If the Contractor does not correct the non-conforming work within the time specified, have the work corrected by others.
	□

	11. 
	Clause 8.6 - Assess the reasonable costs of having non-conforming work corrected by others for payment by the Contractor.
	□

	12. 
	Clause 8.7 - Notify the Contractor that the Principal elects to accept all or some of the non-conforming work resulting in an increase or decrease in value to the Principal.
	□

	13. 
	Clause 8.7 - Assess the amount paid to or deducted form the Contractor if non-conforming Work is accepted.
	□

	14. 
	Clause 9.1 - Direct the Contractor (in writing) to carry out a Variation.
	□

	15. 
	Clause 9.2 - Meet the Contractor to agree on a reasonable amount payable to or deducted from the Contractor for a Variation.
	□

	16. 
	Clause 9.2 - Assess the amount payable to or deduction from the Contractor for a Variation if agreement is not reached within 14 days.
	□

	17. 
	Clause 10.1 - Direct the Contractor to suspend all or part of the Works.
	□

	18. 
	Clause 10.2 - Meet with the Contractor and agree on the reasonable extra costs payable to the Contractor where suspension of the Works is due to an act or omission of the Principal.
	□

	19. 
	Clause 10.2 - Assess the extra reasonable costs where agreement is not reached within 14 days with the Contractor.
	□

	20. 
	Clause 10.3 - Direct the Contractor to recommence the Works after suspension.
	□

	21. 
	Clause 11.3 - Determine if the Works have reached Completion and if so, the date of Completion.
	□

	22. 
	Clause 11.3 - Give the Contractor written notice of the determination of Completion.
	□

	23. 
	Clause 12.1 - Meet with the Contractor after notification of a delay in Completion and determine the cause of the delay.
	□

	24. 
	Clause 12.1 - Extend the period for Completion if the delay is caused by a direction given by the Principal’s Representative (except under Clause 8, or 10 where the event was not beyond the control of the Contractor); or breach of the Contract by the Principal or any event beyond the control of the Contractor:
	□

	25. 
	Clause 12.2 - Assess a reasonable extension of time where agreement is not reached with the Contractor within 14 days of the meeting to determine the cause of the delay.
	□

	26. 
	Clause 12.2 - Extend the Period for Completion for any reason and at any time.
	□

	27. 
	Clause 13.3 - At any time request from the Contractor a completed statutory declaration.
	□

	28. 
	Clause 13.3 - Calculate the amount of payment the Principal must pay the Contractor for each Milestone reached. Include any additions or deductions due under the Contract, less any other costs or amounts payable by the Contractor to the Principal.
	□

	29. 
	Clause 14.2 - Direct the Contractor to correct, remove or replace any non-conforming work during the Defects Liability Period and specify a reasonable time within which the Contractor is to comply.
	□

	30. 
	Clause 14.3 - Arrange to have non-conforming work during the Defects Liability Period corrected by others if the Contractor does not correct it within the time specified.
	□

	31. 
	Clause 14.4 - Assess the reasonable costs of having non-conforming work during the Defects Liability Period corrected by others.
	□

	32. 
	Clause 15.6 - Following Take Over by the Principal, calculate the difference between the cost of having the Works completed by others against the amount of suspended payments and retention moneys held by the Principal.
	□

	33. 
	Clause 16.1 - Notify the Contractor in writing of the nature of a dispute, including adequate particulars.
	□


Exercising delegated functions of the Principal

	34. 
	Clause 5.9 - Effect or maintain any insurance if the Contractor fails to effect such insurance.
	□

	35. 
	Clause 6.1 - Give the Contractor possession of the Site by the time stated in the Annexure.
	□

	36. 
	Clause 6.2 - Give the Contractor sufficient possession of the Site to allow the Contractor to perform the Works.
	□

	37. 
	Clause 13.3 - Pay the Contractor within 21 days of Contractor’s written claim for payment or 7 days after the statutory declaration is provided, whichever is the later.
	□

	38. 
	Clause 13.5 - When the Works are complete, retain 2.5% of the Contract Sum, except when there is no Defects Liability Period.
	□

	39. 
	Clause 14.5 - At the end of the Defects Liability Period, pay the Contractor any Retention Moneys or return any Unconditional Undertakings less any amounts the Contractor is to pay the Principal.
	□

	40. 
	Clause 15.1 - Where the Contractor commits a substantial breach of the Contract, specify the breach and ask the Contractor to give reasons why the Principal should not take further action (The Principal’s Representative must not issue a breach of contract notice to the Contractor without the agreement of the Principal’s Agent and consultation with the Manager, Dispute Resolution Unit).
	□

	41. 
	Clause 15.4 - Immediately take over the uncompleted Works by notice in writing in the event of a substantial breach of Contract or insolvency (The Take Over notice must be reviewed by the Manager, Dispute Resolution Unit and then issued by the Principal’s Representative on behalf of the Principal).
	□

	42. 
	Clause 15.4 - Suspend payments due or which would become due under Clause 13 in the event of a substantial breach of Contract or insolvency.
	□

	43. 
	Clause 15.4 - Have the Works completed by others in the event of a substantial breach of Contract or insolvency.
	□

	44. 
	Clause 15.5 - On behalf of the Principal, issue a notice in writing to the Contractor, that the Principal is terminating the Contract (agreement must be obtained from the client agency and the notice must be reviewed by the Manager, Dispute Resolution Unit).
	□

	45. 
	Clause 15.8 - Pay the Contractor any amount of excess remaining for the difference between having the Works completed by others against the amount of suspended payments and retention moneys.
	□


Generally

	46. 
	Check the Works to ensure the quality and quantity comply with the Contract.
	□

	47. 
	Visit the Site, attend site meetings and ensure correct site records are kept.
	□

	48. 
	Ensure contract administration and record keeping, including quality management complies with required procedures and standards.
	□

	49. 
	Check site safety.
	□

	50. 
	Attempt to resolve conflicts and disputes.
	□

	51. 
	Report to management on progress against program, cashflow, expenditure, variations, forecast costs and completion time.
	□

	52. 
	Keep management fully informed of all problem areas and unusual happenings that may affect the successful completion of the Contract.
	□

	53. 
	Ensure necessary approvals are obtained in time to meet contractual time limits.
	□

	54. 
	Liaise with senior managers, the Principal’s Agent, representatives of the client agency and the Manager, Dispute Resolution Unit (or representatives) as required.
	□

	55. 
	Consult the Principal’s Agent prior to issuing a “notice of dispute” to the Contractor.
	□

	56. 
	Consult the Manager, Dispute Resolution Unit prior to issuing any notices under Clause 15.
	□
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