NOTE:

This template must be saved to another directory prior to use on a specific project.  At that stage it becomes an uncontrolled document and should only be used once for the project it is required for.

Please ensure you come back to this site for a new template each time you are preparing a Contract or Procurement documents.

	Date
	Amendment
	By Whom

	28 August 2009
	Version V7  -consultants Pre quotation briefing added
	R Upshire

	19 November 2009
	Version V8 –Methodology 8.2 weightings added .
Survey section revised to include topographical survey etc
	R Upshire

	20 January 2010
	Version # 9 Johan Ferreira replaces Digby White as Group Manager
	R Upshire

	30 April 2010
	Version #10 Typical issues added
	R Upshire

	10 June 2010
	Version # 11-  H& S Meeting , Serious harm 
	R Upshire

	26 July 2010
	Version # 12 Item 1.3 Contingency omitted. Item 6.0 ref to head contract added
	R Upshire
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PROJECT NAME
TP03- Version 12 
July 2010
INSTRUCTIONS TO TEMPLATE USER

· Please delete text boxes once project brief has been completed.

· Text highlighted in red is to be completed or edited as appropriate then formatted to match the rest of the document.

· A risk assessment must be completed before each professional services project is tendered.

MANUKAU PARKS PROJECT BRIEF - PROFESSIONAL SERVICES 

CONCEPT AND DETAIL DESIGN
	Project Title
	

	Pre Approved Contract  (Description and Contract Number)
	Contract # TBA 
(Obtain contract number from Procurement if over $25K)

	Purchase Order Number
	(Obtain P O # for project under $25K)

	Project Manager:   
	Manukau Parks
	

	                               
	Contact Number/s
	Tel: 262 8900 ext 8740  Mob: 0274 738788

	
	E-mail
	Johan.ferreira@manukau.govt.nz

	Consultancy  (Company Name)
	

	Project Manager:    
	consultant
	

	                                
	Contact Number/s
	Tel:                             Mob:                 

	                                
	E-mail
	

	LGOL Tender ID
	

	Closing Date for Tender
	<<Date>> Subject to amendment via email from LGOL Tenderlink


Contract Expiry (Delete if not applicable)
<<NB: The pre approved contract # for this category of work expires on<<date>. . If your company is successful in being appointed for the work under this brief, but have not submitted an REOI or been appointed to the new panel for this category, your company will be expected to carry out its obligations under the expiring pre approved contract until the work, under this brief, has been completed to the satisfaction of the Manukau Parks Project Manager.>>
1.0 PROJECT SCOPE AND PRICE

1.1 Project Scope
See Project scope attached
or

 The consultant is to investigate the development/upgrade of <<describe items>> focusing on issues mentioned in Attachment 1. Item <<#>>
Project tasks include:
· Site investigation and survey

· Project feasibility/concept/proposals

· Public consultation

· Consent applications
· Developed design
· Working drawings and specifications

· Calling for quotations

· Evaluate quotations

· Project management of physical works.
1.2 Consultant’s Pre Quotation Briefing

 (Note: to be used on larger scale projects at discretion of the project manager)

A pre quotation meeting will be on << Date/Time>> <<at >> for the purposes of clarification of scope, technical issues, project roles and expectations. Feedback will be invited from the consultants present.

Example of typical agenda (may be subject to change):-

· Background, scope and extent of works (history, context, consents, staging)
· Client expectations (feedback, accurate records, added value, peer reviews, proactive approach)

· Adequacy of set provisional items (check all provisional sums for suitable level)

· Relationships roles and responsibilities (mentoring, reporting channels, role definition) 
· Technical considerations – typical issues (typical project issues for various categories of work)

· Question and answer session.

(Queries that affect price will be used as a basis for issuing a Notice to Tenderer (NTT). 

Please note attendance at this meeting is not mandatory and the consultants are expected to attend this meeting at their own cost.

1.3 Project Pricing and Cost Structure

(Optional -lump sum agreement with consultant- Delete if not required)

Items marked with a costing status of “Fixed” in the consultant’s Fee Structure spreadsheet will be deemed to be lump sums for completing the services under this particular item. Under these items the consultant is to allow for sufficient time; adequate resources with the necessary experienced personnel; technology; vehicles, and equipment to carry out that particular schedule item to a satisfactory conclusion. 

Variations under these fixed items will not be considered unless contingencies arise that are outside of the scope of this project brief or caused by a third party outside of the control of the consultant and/or Manukau Parks Project Manager. Rates under such items are solely for the purpose of building up the cost structure and can be used as a basis for costing such unforeseen contingencies in the event of their occurrence.

Provisional sums have been included for items that have various degrees of unpredictability and/or where Manukau Parks reserves a degree of discretion around the expenditure on such items. 

Expenditure and Increases in Provisional sums are subject to justification and must be approved in writing by Manukau Parks before expenditure is committed. These sums are to be carefully managed by the consultant applying the scheduled rates and /or quotations as submitted.

Total Price (total transferred from spreadsheet)

$        

excl GST 

(Note: This total may in some instances refer to an attached schedule. Project Manager can allow a contingency depending on the risk of the project. This is subject to delegated authority approval but is not to be disclosed in this project brief).
1.4 Tender Validity Period 

(3 months from closing date)

2.0 TIMEFRAMES FOR THIS PROJECT

Anticipated Start Date:

Targeted Finish Date: 

2.1 Milestones and outcomes for this project

Before starting a project the successful consultant is to submit a timeline on Microsoft Project (See TP24).

3.0 SUB-CONSULTANTS

Please give details of any sub consultants to be used on this project.
4.0 TREATY OF WAITANGI
Manukau City council wishes to strengthen and develop relationships as they are set out in the spirit of the Treaty.  The aim is to align planning and consultation so that they are more consistent with the intent and requirements of the Treaty of Waitangi and the value systems that are reflected within it.  The aim is to consider and work through the implications of a Treaty based “Two World View” approach to projects and their relationships with Tangata Whenua and all citizens within the city.  This will require that the “Maori World View” will be considered when planning or implementing the development of all Parks development and renewal projects.
5.0 DESIGNING SAFE ENVIRONMENTS
All designs for parks should take into account the principles of Crime Prevention Through Environmental Design (CPTED), to create places that are safe for users and deter property damage.  The principles of CPTED seek to reduce crime through creating a physical environment that makes it more difficult to commit crime.  Included are principles such as natural surveillance, access control, territorial control and maintenance.

CPTED is well documented internationally.  For further information specific to Manukau please refer to Manukau City council’s safety tool kit – Design Out Crime, February 2005 (See TP34). The tool kit outlines the principles of CPTED and the second generation CPTED as well as some case studies of Manukau hot spots.  
6.0 DISABILITY AWARENESS
Manukau City council wishes to strengthen and develop their commitment to its citizens with disabilities by creating “an inclusive Manukau where we can all participate”.  This will require that disability awareness is a core part of Manukau Parks’ design intent and a “barrier free” physical environment will be achieved when planning or implementing all Parks development and renewal projects.  
The Barrier Free NZ Trust Checklist is to be used in all planning, design and physical work projects and a copy of the completed checklist forwarded to Manukau City council’s Project Manager.  A checklist can obtained from the Parks Project Manager.  Where considered appropriate Manukau Parks will request the involvement of accredited barrier free auditors to assess the scoping, design, milestone monitoring stages, and sign off of the project.  Where possible these will be disabled people.

Please note that the check list was developed specifically for buildings, not public open space, so some points are not directly relevant to parks.  However, the principles of the items within the check list should be extended to cover outdoor items that are proposed in park designs.  
7.0 HEALTH AND SAFETY
Please refer to Contract conditions for this category of professional services for the general terms and conditions including Health and safety.

The consultant must have a current Certificate of Partnership in Health and Safety with Manukau City Council.  If the certificate expires during the course of this project then the consultant must make application for renewal and provide proof that such a renewal application has been made.

The consultant shall prior to beginning of the provision of services provide either:

· A list of all hazards and the controls that are applicable to the services; or

· An independent audit report verifying that the requirement of the Health and Safety in the Employment Act 1992 has been complied with.


Also read in conjunction with full section on Health and Safety as contained in the Contract.
7.1 List of Significant Hazards

The list of significant hazards identified below is believed to relate to this project.  Tenderers should allow for them in their submission showing how each is to be controlled.  Note that the list may not be complete and it is the tenderer’s responsibility to ensure that all significant hazards relating to the project are identified and controlled.  

Please note that office and travelling hazards are not covered by this project specific list.

· Managing physical works – machinery, noise etc

· Approaches by unhappy public
· Antisocial behaviour by public 

· Out of control animals

· Maintenance contractors on site

· Environmental hazards – weather, insects etc

· Environmental hazards – trees, cliffs, streams/ponds, unstable ground

· Working in isolation in the bigger and/or isolated parks


8.0 GENERAL INFORMATION
8.1 Communication

The successful consultant will be required to submit and maintain a detailed programme (as per the template TP21) outlining the project milestones and timelines associated with these.  This programme will form the basis for <<weekly>> reporting, managing timelines and performance / progress against the project brief and milestones. The report shall identify any issues that might delay the project or cause cost fluctuations.
8.2
Methodology

Please provide a brief written methodology of how you are going to carry out this project including a description of any technical innovations that they can bring to the project.

<<Manukau Parks reserves the right to use this as a weighted attribute in evaluating the consultant’s submission for this project.>>
This quotation will be evaluated on the highest aggregated score of the weighted attributes as follows:

<<#>>% price

 <<#>>% Methodology, Track Record and experience

This is to be a two electronic tenderbox system

Box One “Methodology” Only

Box Two “Price” Only

Non price attributes only will be considered before price box is opened.

Any tender that scores 35 or less on the non-price attribute shall be excluded from further consideration.

Price will be converted to grade and scored out of 100.

8.2 Payment of Claims

Claims shall be submitted using the fee schedule showing percentages of time claimed against each item for approval by Project Manager.
Once approved all invoices must be received by the council’s Accounts Payable Unit no later than the fifth working day of each month and quote the contract number and job number.  On the same day as the invoice is mailed to the council’s Accounts Payable Unit, a copy of the invoice must also be faxed or e-mailed to council’s Representative, Johan Ferreira.

Original invoice sent to:


Copy sent to:

Accounts Payable                 


Johan Ferreira
Manukau City council



Fax 262 5414

Private Bag 76 917



johan.ferreira@manukau.govt.nz

Manukau City 

PROJECT APPROVAL

FOR MANUKAU CITY COUNCIL

Name:       
Johan Ferreira (Group Manager: Manukau Parks) (Up to 100k) 

Ian Maxwell (Director: Community) (100k-500k)

Leigh Auton (CEO) (Over 500k) 

(Signature):  
_____________________
Date: ____________


FOR {CONSULTANT} 


Name:         
_____________________


(Signature):  
_____________________
Date: ____________

This project brief will be returned to the successful bidder of the project and this will serve as authorisation to commence with the work associated with the brief.  All variations are to be approved by the Project Manager prior to any additional work being undertaken.  

This project brief once signed by both parties is bound by the terms and conditions of the head contract # #####.

ATTACHMENTS:
1. Project Scope

2. Consultants Fee Structure Spreadsheet (CFS)
3. Location Plans
4. Background Information

5. Consultation Contacts

6. <<Name>> Management Plan 
7. Consultation Planning Form

8. OSH Audit Template
9. Risk Assessment – to be completed by MCC, not attached to final brief
ATTACHMENT 1: PROJECT SCOPE

Preamble

Background

As part of the Asset Development/Renewal Programme Manukau Parks are looking at the development/renewal/upgrade of a new [description of assets] at [Name of Parks]
The work is part of Stage # of [description of asset]

The site is situated at [address and ward] next to the /off of #### Road 

Legal description Lot ##, DP ## , REC RES  [area] m2
District Plan Map No ## Zone: Public Open Space #.

Service Blocksheet No.

Confirm Database Codes

Site Code :           Category : <<Premier/ Sports/ Neighbourhood/ Coastal and Riparian  >>

	Asset Number


	Asset Type
	Location
	Measurement

	
	
	
	

	
	
	
	

	
	
	
	


or

Refer to schedule of work and/or location plans in the attachments.

Site Knowledge – Inspection and Client Expectations
In the preparation of this quotation the consultants are expected, at their own cost, to make an inspection of the site and shall ascertain the nature and extent of the project. The consultants are to submit quotations for their services to make sure that, if successful, they have allowed for the physical works to be adequately specified and detailed to meet current industry standards, building codes, and regulatory approvals. 

The consultant is to take into consideration all “foreseeable” requirements, rights and interests that may be interfered for the successful completion of the <<Works>>. As a professional the consultant is to be responsible for seeing that the finished physical works are fit for the purpose for which they are intended and meet with the users and client’s expectations and requirements that are fair and reasonable for this category of work.
The consultant is to take a holistic approach to the development and make recommendations on any possible improvements to the asset to enhance its value in terms of functionality, aesthetics, sustainability and cost.

During the supervision of the works attention is to be given to detail to insure that all project elements align and fit as necessary within allowable specified tolerances and function in relation to one another. 

Provide Feasibility Study or Concept Plan
The consultant is expected to produce a detailed written Feasibility Study / Report with an in-depth analysis of the site considering all environmental, cultural, historical, sociological, land use and public use factors. 
The Feasibility Study / Report is to take into consideration all existing Auckland Regional Council and Manukau City Council strategies and policies and is to make recommendations with options on future development. 
The Report/Study is used in the public consultation process and is to come with supporting coloured presentation plans [and/or] Data Show Presentation and diagrams to support the study. 

or

Brief Report / Concept Plan

The consultant is expected to produce a “brief” report, taking into consideration the site use, environmental, historical and cultural factors.  The consultant is to make recommendations and present possible options for future development. 
The consultant is to prepare concept designs outlining possible development options.  The plans and report will be used for discussion and consultation purposes. 
The consultant is to take a holistic approach to the development and make recommendations on any possible improvements to the asset to enhance its value in terms of functionality, aesthetics, sustainability and cost.

The consultants are to make themselves aware of all legislation, regional and council strategies and policies in regards to parks and reserve development. With particular attention drawn to the objectives and policies of the <<Name of Reserve>> Management Plan - <<Month/Year>> and Manukau City Council’s Strategy Document “Making Connections” (refer www.manukau.govt.nz)
Project Budget and Proposed Outcomes
<<insert guidance on the scale / quality of design outcome expected / projected physical works budget>>

Functional Considerations

Asset use: 

The asset is to be functional and in an appropriate location to optimise its use.  Consider the relationship between existing and/or proposed facilities within the micro and macro context.

Aesthetics: 

It is important to make an assessment of individual projects to evaluate the context and level of design required for the site or facility.  Within this context consider whether utility is to take precedence over creative design input.  Originality and creative design input is required.

Materials: 

[e.g. timber/concrete/steel] to be sympathetic to the environment, low maintenance, robust and vandal resistant.

Construction: 

Consider cost effective construction methods. 

Preliminary Phase

Initial site visit – orientation

The consultants are to visit the site/s and make themselves aware of all site conditions that may affect the successful outcome of the project.  In some instances it will be important to also be aware of the wider context within which the project is being developed.

Pre commencement liaison with MCC staff

The consultants are to liaise with council staff and determine the roles and responsibilities of the project team; an overall plan of action; an understanding of the brief requirements; the scope of the works to be undertaken; together with any prioritising and forward planning of the work.  
Investigation Phase

Research background information - site history

Research for any existing information and/or interview any persons that may have a local knowledge of the each site.
Manukau Parks may at its discretion supply documentation and/or standard details drawings considered relevant to a particular project for the consultants information. It is the responsibility of the consultant to insure that any supplied documentation and /or drawings are adequately reviewed as to appropriateness and relevance to the actual site layout and conditions

Topographical Land Survey
The consultant is engage a registered land surveyor to carry out a full topographical survey establishing the position of existing legal site boundaries related to Lands and Survey datum showing contours at <<Metre>> intervals and all manmade and natural features.
or

Site Survey
The consultant is to take all measurements and levels related to an assumed on site datum in the vicinity of the works.  Picking up sufficient information to prepare plans, specifications and schedules for the successful carrying out of the works. It is not anticipated that a full topographical survey by a registered surveyor will be required.

and/or 

The consultant is to liaise with council’s GIS analyst Aaron McGregor Aaron.McGregor@manukau.govt.nz for the gathering of electronic information e.g. aerial photographs, cadastral and service plans in preparation for drafting of concept plans.  Information will be supplied to the consultant free of charge.  Obtain charge code from MCC Project Manager.

or

The consultant is to carry out survey of all existing vegetation extent of bush remnants, mass planting and specimen trees.  Note botanical names, site location, size and condition.

And/or 

1/ Coastal Study (Coastal Only)

The consultant is to carry out a coastal study of the area consisting of research, observations, historical evidence, investigations and interviews. The objective of this study will be to obtain a representative understanding of the beach morphology, wave climate, weather, general dynamics and possible climate change effects that may have an effect on any design options produced under this brief, with a view to achieving sustainable outcomes.

2/ Bathymetric Survey (Coastal Only)

The consultant is to carry out a full bathymetric survey of the study area and associated areas of influence picking up all underwater contours and salient features.  The survey shall be done in the same coordinate system and datum and any land survey that may be required.

3/ Coastal Modelling (Coastal Only)

From the survey and research information the consultant is to carry out a Coastal Modelling Exercise. The purpose of the Coastal Model is to represent foreshore dynamics as they relate to erosion processes and sustainable mitigation options. If a computer model is used the consultant is to specify the programme proposed and the approach.
Archaeological Report (Provisional)

Allow a provisional sum of $### for engaging a qualified archaeologist if necessary to prepare a report on the existing historical features on the site in relation to the concept proposals. The archaeologists commissioned must be members of the New Zealand Archaeological Association (NZAA) bound by the ethics and codes of that organisation

Arborists Report (Provisional)
Allow a provisional sum of $### for engaging a qualified arborist to give a report on the condition of the trees and make recommendations for their protection.

Geotech Survey (Provisional)
A provisional sum of <<$8,000>> is allowed to carry out any geotechnical tests and investigations to determine the existing composition and strength of the underlying substrata to support the asset and ensure its long term sustainability.  All testing to be undertaken by an IANZ certified and experienced geotechnical laboratory.  (Cost overruns will be applied at the rates supplied on the attached schedule.
The geotechnical report is to pay particular attention to the following:
· High ground water levels that may cause instability.

· Contaminated and/or non engineered fill material

· Layers of material of organic origin e.g. peat

· Other incompetent material.
IMPORTANT: It is recommended that the geotechnical testing be carried out after the archaeological assessment has been made to avoid potential disturbance of historical material.

Infrastructure/Services

Undertake a desk top exercise of existing services to ensure that the concepts developed will not be compromised due to limitations services may have on the design.

Concept / Feasibility
<<Parks PM must decide what approval process there will be for the feasibility / concept and describe this here, ie dependent on public consultation, board report approval.  This affects the time allocation for Concept stage and must be outlined for the consultant to price accordingly.  Revise the following section to suit>>
Feasibility Study

Prepare a full site analysis and feasibility study considering geographical, geological, sociological, environmental, cultural and historical values.  Consider options for the development of the site.  Prepare preliminary cost estimates and recommendations.

The consultants are to make themselves aware of all legislation, regional and council strategies and policies in regards to parks and reserve development. With particular attention drawn to the objectives and policies of the <<Name of Reserve>> Management Plan - <<Month/Year>> and Manukau City Council’s Strategy Document “Making Connections” (refer www.manukau.govt.nz)

and/or

Concept Plan / Proposal
The consultant shall prepare a brief report on the opportunities and options for the development of the site in line with the appropriate use for the site.  In your proposal consideration should be taken of overall site layout, orientation, public safety, services, site drainage, soil conditions, circulation, access to site (including people with limited mobility), parks furniture, under surfacing, shelter and vegetation.  Prepare preliminary estimates, make recommendations.
The consultants are to focus on the following issues identified as needing further consideration:

<<list>>
To avoid extensive reworking it is recommended that the consultants, in their initial discussions with the Manukau Parks’ Project Manager, use freehand “pencil sketch” overlays on drafting paper before producing plans with sophisticated graphics for wider consultation purposes
Sub-consultants inputs (If required) <<ensure this doesn’t double up on Investigation Phase above>>
The consultant is to give a description of the background, experience and qualifications of any sub consultants to be used.  Give a brief outline of the value that this sub consultant will add to this particular project.
E.g. but not limited to

· Structural Engineer (registered)

· Quantity Surveyor (registered)

· Civil Engineer (qualified & registered)

· Landscape Architect (qualified)

· Architect (qualified)

· Specialist Engineers – building projects (registered)

Cost estimate 

Prepare a <<ball park or detailed itemised>> cost estimate for implementing the Concept.

Cost estimates shall be provided in Excel spreadsheet format clearly indicating the item, the quantity applied, the rate used and total for each individual type of work, i.e. 

Earthworks and platform formation
Landscaping

Buildings 

Car parking etc.
Liaison with MCC staff 
Liaise with council staff on the [feasibility study / concept] and gain approval or rework prior to proceeding to the detail design phase.
Consultation Phase (Allow Provisional sum of $####)

Note: Consultation requirements will be different for each project. It may be required for either the resource consent process, before or after concept design, to guide the design development or simply to inform neighbours of proposed works.  Meaningful engagement with local iwi will often take a different form to consultation with surrounding residents.

It is therefore important that for each project a clear vision or plan is developed around consultation to ensure this activity is achieved in a focussed and timely manner. It is not just an exercise of talking to people but it is also about setting expectations and managing these, ensuring this is done according to a plan which will achieve the outcomes and expectations within a pre determined timeframe. 

Potential Consultation Panel

Manukau Parks anticipates that a diverse/small group of people and organisations will have to be consulted during this project. Consultation to include but may not be limited to the following: (select as appropriate to size and scope of the project)
1) Auckland Regional Council
i) Coastal

ii) Heritage

2) Department of Conservation (DOC)
3) Manukau City Council Officers

i) Parks Operations Mangers

ii) Park Rangers

iii) Communications Team

4) Political

i) Manukau City councillors

ii) Community Board members

5) Cultural

i) Local Iwi 
ii) Ethnic Groups
6) Environmental Groups

i) Forest and Bird 

ii) Manukau Harbour Protection Society

iii) Historical groups
iv) Environmental Protection agencies

7) Residents and user groups

i) Residents and Ratepayers Associations

ii) Park neighbours

iii) Domiciled Sports clubs and organisations.

iv) Community Organisations.
Potential Consultation Actions (select as appropriate to size and scope of the project)
Manukau Parks anticipates that the following actions will need to be taken during the consultation process:-

Organise meetings with interested parties in the office or on site to discuss concerns and issues related to the project.
Make phone calls and produce letters, emails to interested parties in relation to feedback on the project.
Arrange for attendance at Community Board Meeting/Workshop and present Data show of project issues and proposals.
Arrange public focus groups or workshops

Input into the circulation of Manukau Parks updates with feedback forms

Manukau parks will provide the templates for the Manukau Parks updates and arrange for printing and delivery
Produce bound consultation report outlining consultation procedures, discussions with key stakeholders, summary of public feedback from both hardcopy and electronic sources.  Include samples of display materials.
Liaise with Manukau City Council Communications adviser, Vaib Gangan (extn. 5286) on formation of a project communications plan for dissemination of information through the following:-

· council website
· Local media releases

· Displays in public buildings e.g. libraries, community halls

· Display signage on site
· Project protocols for consultants/contractors

Circulate feasibility study/concept for comment and gain sign off approval to proceed to the detail design phase.
Consultation Planning Form
On award of the project the consultant shall be required to submit a consultation plan aligning the provisional hours allowed for in the brief with the outcomes to be achieved.  The aim of this consultation plan is to provide a methodology and planned number of hours to assist in keeping within the budget set in this brief. The following issues are outlined on the form:
· List of potential stakeholders

· Consultation methodology
· Time management.

The rates in the plan shall be used for charging out consultation work. The consultants are to budget their expenditure as outlined in the submitted consultation plan form and keep a running total of costs. Manukau Parks’ project manager is to be kept informed and advised when this sum is nearing full expenditure.

Planned times have been put into the form by the Park Project Manager but the consultant is encouraged to give feedback on the times allowed on the form during the quotation process with possible negotiation on the times given. 

Developed Design Phase
<<Developed design, providing more detail than the concept plan (prior to construction drawings in the phase below) may be required.>>

Developed design to include information on the various elements, layout, materials, size, detailed relationships between elements etc.
This stage of design will take into account results of consultation to amend the design as necessary.  Generally this stage of design will be approved by Manukau Parks and will not involve consultation.  Include consultation if necessary.
Prepare cost estimate for the whole development or in sections based on types of work.

RFQ / Tender Preparation Phase

Calculations, Plans, Construction Drawings, Specifications and Schedules

Prepare all detailed and dimensioned working drawings, to a suitable scale, together with technical specifications and schedules of quantities in preparation for the tender phase.

Attached to this brief, as a guide to the consultant, are:
(list all files that are relevant to this project)

Typical Issue file Sheet # <<>> Category <<Name>> 

Typical Issue file Sheet # <<>> Category <<Name>>
These documents highlight issues, experienced from previous projects that Manukau Parks expects should be considered by the consultant as relevant to this project. These documents are not to be taken as fully comprehensive check lists and the consultants would be expected to provide input from their own professional knowledge and experience.

Detailed estimate and timeline

Prepare a detailed itemised cost estimate from the schedule of quantities and an outline timeline for the works through the tendering process to completion.

Consent Phase

<<Consent phase may be either before or after construction plans and specifications; amend order as suitable for each project>>
Assessment Environmental Effects Report 

Prepare an Assessment of Environmental Effects report (AEE) showing how the development will impact on the environment in terms of functionality, aesthetics, conservation values and long term sustainability, considering but not limited to the following:

ARC and MCC Strategic plans and policy requirements
Legal boundaries
District plan zoning

Orientation 

Site ecology – plant and animal life (Biota)
Topography and geological features

Weather patterns/climate change
Circulation patterns and access – vehicular and pedestrian
Infrastructure – sewer, power (underground, overhead), gas and water supply
Natural drainage –streams, culverts, watercourses, springs, tidal
Archaeological features – Maori and European
Designated public use

Opinions of local residents, park user groups, Iwi, environmental and historical interest groups
Prepare supplementary reports as required, e.g.:

<<Sediment control plan>>

<< Report on site contamination levels (ex Agricultural/Horticultural or industrial)>>

<< Planting plan>>
ARC Consent

Prepare, supply and submit to the ARC all documentation, including the necessary copies of the AEE report, and fill out the official ARC form for resource consent, coastal permit. (Manukau City Council will supply a cheque for the permit fee.)

and/or

MCC Resource and Building Consents

Supply all plans, specifications, calculations, AEE reports and complete the standard MCC form for resource consents necessary for obtaining building consents.
Book and attend the MCC lodgement meetings, tel: 262 5227 and answer all questions and carry out any amendments related to the application.

RMA - Section 92 
Supply information in relation to the consent as a result of a request for further information from the consenting authority under Section 92 of the Resource Management Act (RMA) (1991)

Council’s representative will arrange to pay all fees in relation to resource and building permits via an internal transfer
ARC pre hearing meeting –Provisional (allow sum of $#####)

The consultants are to send out invitations on their own letterhead to all interested parties identified under in the initial consultation phase of such meetings.  Consultants are to arrange a venue and book and pay for the venue.  The consultant is to convene the meeting and answer the questions that the interested parties put to the table.  The consultant is to take notes and send to the council’s representative.

ARC Hearings (Re Hearing) – Provisional (allow sum of $####)

If the consent process goes to a full hearing the consultant shall attend the meeting called by the ARC at their head offices in Auckland City.  The consultant shall provide a statement of evidence incorporating all background and technical information in answering the points of debate tabled by the submitters and shall answer questions asked by the commissioners.

The consultant is to advise council on whether it would be expedient for legal representation to be present at this meeting.

Re work Phase – Provisional

Allow a provisional sum for a “minor” rework of project documentation or further research as a result of issues arising out of the consent process. Any major reworking will need to be negotiated with the Manukau Parks Project Manager before commencement of such works.

Planning Future Stages Phase – Provisional

Future stages of design, tendering, project management are not part of this brief.  The consultant is to assist Manukau Pa rks with the forward planning for future stages, including:

· <<Possible staging of the work to meet available budgets

· Determining what specialist input will be required

· What actions will be required by consent conditions

· Timeframe for the work and estimate of the amount of professional services that will be required. 
· Outline technical problems that may be encountered during the project >>

Request for Quote / Tender (RFQ/T) Phase

Risk Assessment

The consultant is to prepare a risk assessment for the physical works using council’s standard risk assessment form and forward a copy to MCC before preparing the tender document. (See TP11)
Prepare Tender/ Request for Quote RFQ Documentation 

The consultants shall prepare all the contract documentation using:

· TP07- Manukau  Parks project brief for pre approved vendors (NZS 3910: 2003) 
<<Description of Category>>

· TP08 – Manukau Parks project brief for pre approved vendors (NON 3910) 
<<Description of Category >>

· MCC Portal - RFT & RFP (NON 3910) (obtain template from Manukau Parks Project Manager where there is no pre approved category)

· MCC Portal - RFT (NZS 3910 : 2003) (obtain template from Manukau Parks Project Manager where there is no pre approved category)

These templates are to be used for tendering of the works with the necessary plans, preliminary and general clauses, specifications, consent conditions, location plants and quantified pricing schedules.  

The basis of tender/RFQ evaluation will depend on the complexity of the project and will be either:
1. Lowest price conforming for minor projects or

2. Weighted evaluation based on price and methodology for projects of greater complexity.

Supply Information for LGOL Tenderlink 

The consultant is to supply all copies of the RFQ documentation, in electronic format, to the Manukau Parks Project Manager. 
The Manukau Parks Project Manager will be responsible for loading this information onto the LGOL Tenderlink using the closing date as stipulated on the project brief for the physical works. 

The following is a suggested order of presenting electronic information for the Manukau Parks Project Manager to enter into the LGOL Tenderlink:
1.
MPPB – Project Name (Manukau Parks Project Brief and Attachment 1 scope)

2. 
Location Plan   (usually wises map)

3. 
Site Plan (Showing relationship of the work to the site)

4. 
Working Drawings

5. 
Specification – Preliminary & General items

6. 
Specification – Technical information on standard of workmanship and materials

7. 
Consent Conditions

8. 
SQP (Schedule of Quantities & prices)- Excell Spreadsheet
9. 
Background information – e.g.  Geotechnical, Archaeological, ecological, service plans

10. 
Risk Assessment for physical works.
Important: Tenderlink Limit 1000  files with max capacity of 1050 mb

Manukau Parks will attach a preamble to the step 1 “Notice Details” and standard letter about quotation conditions and protocols. 
Note:  Care must be taken not to send out any background information that is of a politically, culturally or commercially sensitive nature. 

Requests for Information (NTT) 
From time to time contractors will request information and clarification of the contract documentation. The consultant’s project manager will be required to answer questions related to the project. 

In some cases, as a result of such clarification, changes may be made to the project design and/or specifications that may affect pricing.  If changes occur then a Notice to Tenderers (NTT) will be issued via the LGOL Tenderlink site by the Manukau Parks Project Manager.  The consultant is to supply all plans specifications and instructions to the Manukau Parks Project Manager for the successful issuing of such a notice.

Quotations Close 

All quotations will close with Manukau Parks via LGOL electronic tender box (ETB) and 

will be downloaded by the Parks Administrator, ext 8423, who will forward the information  to the consultants for appraisal.

Evaluation and Recommendations

Evaluate the submissions according to the lowest price or weighted attribute and make written recommendations to Manukau City council’s representative on the tender.  Use the standard Tender Panel Report and Delegated Authority Template if contract is over $200,000 and follow the “example” document to complete.

Award Tender 

Once delegated authority has been obtained then the consultant is to award the contract by sending out a letter or email to the successful contractor.

The Manukau Parks Project Manager will post the award on the LGOL Tenderlink website which has a facility for informing all unsuccessful contractors of the award.

Signing

Prepare the contract documents with MCC Standard Contract/Brief Templates with accompanying plans, specifications and schedules for signing. Four copies are required.  Obtain the necessary signatures on all the relevant documents from the parties to the contract and check that insurances are current.  Obtain site specific health and safety plans from the contactor for acceptance.

Project Management Phase

Pre Commencement Meeting 

The consultant is to prepare an agenda and arrange for an office based meeting to discuss the following:
· To make contact with key personnel involved in the project
· Confirm the commencement date
· Review the tender submission
· Consent conditions- arrangement of any  pre construction meetings with MCC, ARC  as part of the consent requirements
· Review scope of work
· Discuss methodology

· Discuss site matters

· Contract administration
· Obtain site specific Health and Safety plan and outline monthly reporting and auditing requirements.
Distribute minutes of meeting to personnel involved with the project.

Important: The contract brief is to be signed by both parties before the commencement of the physical works.

Site Establishment Meeting (# per site) <<only if separate to the pre commencement meeting above>>
The consultant is to prepare and agenda arrange for an on site meeting to discuss the following:
· Setting out of the work
· Traffic control (traffic management plan)
· Temporary hoardings, consultant to specify appropriate safety measures

· Site specific health and safety issues
· Environmental controls - May include ARC erosion and sediment control pre construction meeting
· General business and any other technical and site issues that may affect the progress of the work not covered by the above.
Distribute minutes of meeting to personnel involved with the project.

Intermediate Progress Inspections
The physical works are anticipated to extend over a period of approximately <<weeks>>. 
(a) Allow <<number>> inspections per site.  Additional inspections must be authorised by Manukau parks and will be charged at the fee schedule rates. Inspections not required will be credited to the contingency sum.

Or

 (b) It is the consultant’s responsibility to manage the physical works contract and allocate a sufficient number of inspections for the successful completion of the works.
Actions required but not limited to the following:-

· Prepare an agenda for the meeting to cover all relevant on-site issues including item for health and safety

· Give instructions for on-site adjustments and issue notices to contractor
· Prepare and circulate minutes of the meeting to the appropriate personnel as determined by the pre commencement meeting
· Record all variations to contract and issue payment certification.

Consultants Health & Safety Responsibilities 
The consultant is to be responsible for the contractors Health & Safety compliance as required under Section 0.4.1 of the “Managing Health & Safety of Physical Works Contracts in Manukau City” document and appendices. 

Responsibilities to include but not limited to are:
· Check contractor’s site specific safety plan against Physical Works Safety Plan checklist under Appendix 2.4 and approve if all requirements are met that are relevant to the size, scope and risks associated with the project.

· An item for health & safety is to be part of every project meeting agenda and the consultant is to record all health and safety issues (including near misses) and areas for improvement. All audits are to be tabled and the consultant is to make sure all issues are recorded with follow up actions and when they are closed off as being completed. 
· Carry out monthly or required contractor audits. The consultants can use their own forms for this provided they cover all the necessary aspects of health & safety related to the project outcomes. Alternatively consultants can use or adapt the “Contract/Project Safety Assessment” form under Appendix 2.6. Audits to be sent to Manukau Parks Project Manager in pdf format. Cc ron.upshire@manukau.govt.nz
· The consultant is to ensure the contractor fills out “Manukau City couNcil’s Monthly H & S Report” under Appendix 2.7. Send copy to consultant, MCC Project Manager, Noeline Stewart Noeline.stewart@manukau.govt.nz  and Ron Upshire ron.upshire@manukau.govt.nz
· Managing as required any council or Department of Labour Improvement or Stop Work notifications that may be issued. 
· At the end of the project the consultant is to complete a Physical Works Contractors Health & Safety Review Appendix 2.8 and is to complete the Competency Review Sheet. 

For contracts less than one month the consultant and MCC Project Manager are to make an assessment of health & safety reporting requirements applicable to the risks involved.

IMPORTANT

All serious harm injuries are to be reported to the Parks Project Manager immediately and the consultant is to make sure that the contractor has secured the site and reported the incident to the Department of Labour. The Parks PROJECT MANAGER will report to council’s Health and Safety Department who will in turn also report to the Department of Labour.
Practical Completion Inspection

The consultant is to inspect the works with the Manukau Parks Project Manager and prepare a schedule of defects and other outstanding issues. The consultant is to get approval and sign off from the Manukau Parks Project Manager before issuing a certificate of practical completion. 
Defects Liability / Maintenance Period Inspections

Inspect the works as necessary during the defects liability / maintenance period to ensure compliance with the specifications.  Prepare minutes of meeting to cover on-site issues including item for OSH.  Circulate minutes to the appropriate personnel.  Issue notices to contractor, record variations to contract and issue payment certifications.

Final Completion Inspection

Inspect work against schedule of defects. The consultant is to get approval and sign off from the Manukau Parks Project Manager before issuing final account when all work is completed to the engineer’s and the principal’s satisfaction.
Contract Close off Meeting – Provisional (allow # hours travel time excluded)
If considered necessary by the principal arrange for a contract close off meeting with the contractor and parks staff to discuss and record any feedback on the running of the project to aid with future development.
Budget Management

The consultant is responsible for managing the project within the approved budget / contract value.  This includes tracking and approving payment claims and variations.

As-builts

Provide in electronic format as-builts of development and or design plans together with specifications.  
Administration Costs

If no costs are put against this item in the fee schedule then these costs will be deemed to be included within the other schedule items.

Administration costs including but on to limited to:
· Reporting

· Office administration

· Disbursements: photocopying, printing, toll calls, emails, faxing, mileage etc.

· Quality control

· Financial and invoicing
· Overheads in relation to managing sub consultancy services.
General Comments

Professional Standards

All work to be carried out to a high professional standard and attention should be given to site analyses and conditions.  The aim should be to add value to the outcomes and to consider options and alternatives with the view to achieve the best outcomes for the project.

Information format and data required
Hard copies of plan and cost estimates

Colour copies of plans

CD with plan and cost estimates.  CD clearly labelled with details of information on CD as well as this information transferred to the back of the CD case, only use full size CD case.

Provisional sums

Provisional sums are for specific items in the project where, due to their nature, there may be an element of unpredictability and it would be difficult for the consultant to estimate the exact length of time and/or resources required to complete such items (e.g. consultation). 

Provisional sums under this brief can be made up in two ways:
a) A basic total dollar figure or number of hours set by Manukau Parks under this brief, to be expended by using hourly/kilometre rates or quotations supplied by the successful consultant and approved by Manukau Parks before commencement of the services under these set provisional sums.

b) A dollar figure arrived at by the consultants in multiplying their estimation of the number of hours/kilometres by their standard hourly rates as submitted.

Negotiation on provisional sum levels set in this brief shall be allowed during the quotation period. Any changes made in provisional sum levels will be communicated by (NTT) Notice to tenderer to all the pre approved consultants for this category of work in order to achieve a standard level of submission.

The successful consultants are to budget the expenditure of every provisional sum set in this brief and keep a running total of expenditure for each such sum. Manukau Park’s Project Manager is to be kept informed and advised when any sum is nearing full expenditure.
These sums will only be expended upon written agreement between the two parties to the pre approved blanket contract.  Any sums over and above the provisional sums as determined under this brief, committed without prior written agreement by council, shall not be reimbursed to the consultant.

Provisional sums showing a positive balance at the end of the project will not be subject to claim by the consultant without details of work that is associated with this project, and council’s written agreement to spend those residual funds. 

The consultant shall upon request by the Manukau Parks Project Manager, at any time, produce documentation to substantiate the expenditure of provisional sums.
Contingency Sums

Contingency sums are for unforeseen items that may occur during the course of the project (e.g. Fees and charges from external bodies). These items will not be pre determined nor provided to the consultant prior to the works commencing. These sums will only be expended upon written agreement between the two parties to the pre-approved contract. 

Contingency sums showing a positive balance at the end of the project will not be subject to claim by the consultant without detail of work, associated with this project, and council’s written agreement to spend those residual funds.

Tracking Progress of Professional Services
In order for Manukau Parks to keep a control on fee expenditure the consultants are requested to track their progress using the Percentage complete and claimed to date columns against each item in the consultant’s fee schedule spreadsheet. This will be used as a basis for invoicing.

Notices to Tenderers
If points of error or contention, affecting the pricing, arise during the RFQ process, council will issue a notice to all tenderers.
Attachment 7 – Consultation Planning Form
	Consultation Planning Form

(Relating to consultants fee schedule Item ## Consultation Phase)

Manukau Parks

Version 1
Sep 2007
	

	Project :
Consultant:
Contract :
	Date: 


	List Potential Stakeholders to be consulted: (Delete those not applicable)
8) Auckland Regional Council
i) Coastal  ((
ii) Heritage ((
9) Department of Conservation (DOC)
10) Manukau City Council Officers

i) Parks Operations Managers ((
ii) Park Rangers ((
iii) Communications Team ((
11) Political

i) Manukau City councillors ((
ii) Community Board Members ((
12) Cultural

i) Local Iwi ((
ii) Ethnic Groups((
13) Environmental Groups

i) Forest and Bird ((
ii) Manukau Harbour Protection Society ((
iii) Historical groups ((
iv) Environmental protection agencies ((
14) Residents and user groups

i) Residents and Ratepayers Associations ((
ii) Park neighbours ((
iii) Domiciled sports clubs and organisations. ((
iv) Community organisations ((

	Consultation Methodology:

The aim of the methodology is to rationalise the consultation process and to suggest actions that are efficient and cost effective.


	Time Management

The consultant is to carefully manage the time spent on the consultation process. The hours below are to be planned and the consultant is to apply rates the hours in the schedule provided as follows:


	Action
	Planned time in hours
	Rate 
	Total

	Liaison with Manukau City Council officers
	
	
	$

	Liaison with ARC officers
	
	
	$

	Liaison with iwi/cultural groups
	
	
	$


	Liaison with politicians, community and other interest groups
· Department of Conservation (DOC)

· Political – Community Boards

· Environmental Groups

· Residents and user groups


	
	
	$

	Report writing , letter writing, general communications
	
	
	$

	Senior consultants and/or peer reviews
	
	
	

	Mileage (Rate Per Km)


	Km
	
	$

	Sub Total
	$

	Disbursements

Postage , toll calls, printing, general administration costs as 10% of total cost
	
	$

	GRAND TOTAL (Ex GST)


	$

	This total is to be transferred to the main consultant’s fee schedule item # as an agreed service amount for the consultation phase of the project. 

The consultant shall upon request by the Manukau Parks Project Manager, at any time, produce documentation to substantiate the expenditure of this item.

The consultant is encouraged to give feedback on the planned times allowed during the quotation process.

	Agreed to on <<Date>> by

__________________________________

<<Name>>

Project Manager Manukau Parks
	__________________________________

<<Name>>

consultant <<Company>>


Complete all blank lines in yellow block, 








Type project scope here or attach, delete red comments





Actual closing date & time to be put in after award of contract 





Insert the time frame within which you wish to get update reports








Change to the appropriate officer








Name of person who has delegation to sign Contract 








Name of company representative who has delegation to sign Contract 








This assessment of hazards must be considered on a case by case basis.  Delete those not applicable or add additional hazards.








Pre approved contract number to be put here
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