Contract management - Minor Works

Contract management

Checklist


Checklist for Security in form of ‘unconditional undertaking’
	RFT / Contract name:
	

	RFT / Contract number:
	


After issue of Letter of Award 

	1. 
	Issue a request for lodgement of security to the Contractor.  See Sample letter 13A.
	□


When Security is received

	2. 
	Check amount of security.
	□

	3. 
	Check that the unconditional undertaking is given by an acceptable financial institution and is in the format set out in General conditions of Contract Schedule 1 - Approved form of unconditional undertaking.
	□

	4. 
	Check that the original of the security has been provided.  A copy is not acceptable
	□

	5. 
	Check that the undertaking is “unconditional” – eg: it does not have a time limit.
	□

	6. 
	Check that the undertaking includes all the information set out in General conditions of Contract Schedule 1 - Approved form of unconditional undertaking.  Review any “additional” information provided and if in doubt, seek advice from the Helpdesk.
	□

	7. 
	Record in the Security Deposits Register and contract management system, if applicable.
	□

	8. 
	Issue a written receipt.  See Sample letter 13B.
	□

	9. 
	Place the unconditional undertaking in a safe place.
	□

	10. 
	Place a copy of the undertaking on the contract file.
	□


Within 14 days of completion of the Contract

	11. 
	Release the unconditional undertaking by notifying the financial institution and notifying the Contractor.
	□

	12. 
	Endorse the Security Deposits Register and contract management system, if applicable.
	□
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