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

	12 August 2009
	Version #8 damages for completion added, clarification of retentions.
Contractors pre quotation meeting. Note on separable portions
	R Upshire

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

	26 July 2010
	Version # 10 Item 1.3 Contingency omitted. Item 6.0 ref to head contract added
	R Upshire
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PROJECT NAME
TP08-Version #10 
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.
MANUKAU PARKS PROJECT QUOTE/TENDER – PHYSICAL WORKS (NON 3910)
	Project Title
	

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

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

	Contractor: 
	(Company Name)
	

	                   
	Contact Number/s
	

	                   
	E-mail
	

	Project Manager: 
	Manukau Parks
	Johan Ferreira

	                   
	Contact Number/s
	Tel:262 8900 x 8740 Mob:0274 738 788

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

	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 


<<NB A risk assessment must be completed by project manager (consultant or MCC if no external consultant) before the project is tendered.  Send 1 copy with the brief to Business Performance team.>>


1.1 PROJECT SCOPE AND PRICE

1.1 Project scope
<<Brief description of scope of works here>>

(Note:  If the project has stages the Project Manger should consider dividing the work into separable portions.  The award of separable portions is to be conditional on Council delegated authority approvals, the necessary building and resource consents being in place and available budget. Separable stages can be awarded to different contractors based on price considerations or best aggregate over several stages.
1.2 Contractors 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 contractors present.

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

· Background, scope and extent of works (history, context, consents, staging)

· Client expectations (quality control, site records, health & safety issues)

· Contractual Issues (lump sum, measure value, insurances, H & S, liquidated damages, retentions) 

· Technical considerations (site conditions, potential issues, typical problems) 

· 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 contractors are expected to attend this meeting at their own cost.
1.3 Project pricing

Lump sum contract

Measure & Value (Including As and When rates Contracts)
Cost Reimbursement
Add note about type of evaluation e.g. Lowest price conforming plus Methodology, past performance etc

Total price 
$        

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)

The percentage to be retained form each progress payment and the limit of the total sums retained shall be:-

1.4 Retentions

(a) In respect of the Contract Works:

Total Retention

10% of the first $200,000, plus

5% of the next $800,000, plus

1.75% of any amount in excess of $1,000,000

With a maximum of $200,000 when aggregated.

Defects Liability Retention

50% of total retention is to be released on the issue of a certificate of Practical completion. The remainder will be released on approval of the final payment claim, after the issue of a defects liability period certificate.

Or

No retention monies will be released at practical completion.100% of total retention will be released on approval of the final claim after the issue of a defects liability period certificate. 

 (Note: At the discretion of project manager 100% of retention will be held until the end of the defects period usually for contracts under $50K in value)

_________________________________________________________
(b) In respect of the Contract Works:

Total Retention

…….% of the first $................, plus

…….% of the next $................, plus

…….% of any amount in excess of $.................

With a maximum of $................ when aggregated.

Defects Liability Retention

50% of total retention is to be released on the issue of a certificate of practical completion. The remainder will be released on approval of the final payment claim, after the issue of a defects liability period certificate.

Or

No retention monies will be released at practical completion.100% of total retention will be released on approval of the final claim after the issue of a defects liability period certificate. 

 (Note: At the discretion of project manager 100% of retention will be held until the end of the defects period usually for contracts under $50K in value)

(Delete either (a) or (b))

The defect liability period shall be <<Days>> from the time of issue of the certificate of practical completion.
1.5 Tender Validity Period 
(3 Months from Closing Date)
1.6  Damages for late completion
The sum of liquidated damages shall be $................per day/week
The council reserves to instruct the engineer to deduct liquidated damages from payments to the contractor for the purpose of recovering additional project management fees incurred as a result of late completion.

Payment or deduction of liquidated damages for late completion shall not relieve the Contractor from any of its other liabilities or obligations under this contract brief.
[Note: Liquidated Damages to be assessed by Project Manager before this brief goes out to quote based on hourly rate for services and disbursements.  File note to be kept of calculations]
2.1 TIMEFRAMES FOR THIS PROJECT
Start Date:

Finish Date:

2.1 Milestones and outcomes for this project

[Consultant to determine – Successful Contractor to submit programme]

2.2 Damages due to non completion of works

(a) In the event that the contractor is not able to complete the works, either in whole or in part, council, if not in the case of termination, will require, via written notice, the contractor to complete the works, either in whole or in part, to the satisfaction of council, within 10 working days of such notice.

(b) If the contractor is unable to complete the works within the timeframe in clause (a) above or this agreement has been terminated due to non-completion of the works by the contractor council can, at it’s sole discretion, engage another contractor to complete the works; and

(c) Council will be entitled to payment by the contractor of all additional costs, at cost to council, incurred in order to have the works completed as determined by either the engineer to the contract or council’s authorised representative.
3.0 SUB-CONTRACTORS
Please give details of any sub-contractors to be used on this project.

4.0
CONTRACT WORKS INSURANCE (if considered appropriate)
Sum required  $ 

5.0 HEALTH & SAFETY
Refer to Main Pre-approved Contract - Schedule 5 – Performance Specifications for Health and Safety requirements.

The contractor 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 contractor must make application for renewal and provide proof that such a renewal application has been made.

A site specific Health and Safety Plan for the project covered under this brief is required and must be accepted by Manukau City Council before commencement of work.

5.1 Identification of Significant Hazards


The list of significant hazards identified below is believed to relate to this contract.  Tenderers should allow for them in their tenders 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 to be provided are identified and controlled.  A spreadsheet showing these hazards is available for the contractor should it be required. 


[Note to author: It is important that council makes an assessment of the project risks and hazards for the particular project, which align with councils health and safety strategy. This assessment of risk management must be considered on a case by case basis for each new project in turn.]



The costs for implementing the health and safety controls should be included by the contractor in <<the lump sum quote  / the attached schedule>>. 


A
GENERAL HAZARDS
	
	HAZARD
	HAZARD DESCRIPTION

	
	
	

	
	FIELD HAZARDS
	

	1
	Contractor Access / Construction Techniques
	Dangerous access point into site, unsafe construction techniques

	2
	Traffic
	Injury from working on/near road – collision

	3
	Machinery
	Injury from machinery

	4
	Electrocution
	Injury from electrocution (i.e. power tools etc)

	5
	Falling Object
	Injury from falling objects

	6
	Trip Hazards
	Injury from tripping and falling

	7
	Dogs / Animals
	Injury from dog bites

	8
	Sunburn
	Sun exposure (melanoma)

	9
	Electric Fences
	Electric shock from fences

	10
	Overhead Services
	Hitting overhead services (electric shock)

	11
	Underground Services
	Hitting underground services (injury)

	12
	Falling from height
	Injury from falling

	13
	Falling objects
	Injury from falling objects

	14
	Water hazards
	Drowning

	15
	Working in trenches
	Injury from collapsed trench

	16
	Open trenches / Excavations / holes
	Injury from falling in excavation/trench

	17
	Chemical Substance exposure
	Burns / poisoning – Carcinogenic

	18
	Contaminated Soils / materials
	Improper handling of contaminated soils leading to illness

	19
	Confined Spaces
	Injury – suffocation / Explosion poisoning

	20
	Noise
	Loss of hearing

	21
	Eye Damage
	Sight damage, loss of sight

	22
	Insecure Loads
	Injury from loose loads

	23
	Lifting Loads
	Back Strain, incorrect lifting

	
	
	

	
	THIRD PARTY HAZARDS
	

	1
	Public Trespassing
	Public entering work site area

	2
	Public enquiries and complaints
	Unhappy local public / assault

	3
	Official Visitors – Council staff / Project Managers
	Visitors unaware of hazards before entering site

	4
	Visitor Parking
	Unsafe area, not enough to cater for visitors 

	5
	Maintenance Contractors
	Unaware of site hazards when entering work site areas

	6
	Environmental Hazards

- trees

-cliffs

- streams / ponds

-unstable ground

-weather

- fire

- spillage

- site run-off / sediment
	Damage to the local environment

	7
	Stored equipment / materials
	Improperly stored resulting in theft, vandalism, or chemical leak into the environment

	8
	Vandalism
	Public vandalizing equipment, materials or site

	
	
	


This section shall be read in conjunction with all the conditions as contained in the contract.

6.0 GENERAL INFORMATION

6.1 Communication
Communication with the council shall be via a weekly emailed progress report outlining works undertaken and works proposed for the coming week.  The report shall identify any issues that might delay the project or cause cost fluctuations.

6.2 Payment of Invoices

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 and job numbers.  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:
Summary copy sent to:

Accounts Payable
Johan Ferreira
Manukau City Council
Fax 262 5414

Private Bag 76917
johan.ferreira@manukau.govt.nz

Manukau City 

7.0
PROJECT APPROVAL


FOR MANUKAU CITY COUNCIL

Name:  Johan Ferreira (Group Manager: Manukau Parks) (Up to $100k) 
             Ian Maxwell (Director: Community) ($100k-$500 k)

 Leigh Auton (Chief Executive Officer) (Over $500k)

(Signature):  
_____________________
Date: ____________

FOR {CONTRACTOR} 

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: [delete as required]

· Location Plan

· Site Plan

· Working drawings

· Preliminary and general specification
· Technical specifications

· Background information

· Consent conditions

· Risk Assessment

<<For use by MCC staff as project manager>>
MANUKAU PARKS

 Preliminary & General SPECIFICATION
DRAWING AND SPECIFICATIONS


This work is to be executed in accordance with the accompanying drawings, subsequent detail drawings, contract instructions, variation orders and this specification.

All documents shall be read together and anything mentioned in or reasonably inferred from one but omitted from another shall be equally binding as though included in all.

BYE LAWS (If relevant)

The contractor shall carry out the works in accordance with the Building Act (2004) and all work shall comply with the current New Zealand Building Code (NZBC) and its amendments and associated approved documents.  The contractor and sub-contractors shall obtain all permits, pay all fees and give all notices in connection with the work and ensure a compliance certificate is issued upon completion.

SITE


The contractor is instructed to make an inspection of the site and shall ascertain the nature and extent of the work. The contractor is to take into consideration all rights and interests that may be interfered with by the execution of the works, and all other matters referred to in the drawings and specifications, which may influence the making up the tender.

The contractor shall be required to be satisfied as to the means of access to the site and shall make provision for the carriage of all materials from the road to the site of the works.  No extras will be allowed on the grounds of insufficient knowledge of existing conditions.

SUB-CONTRACTORS

The normal practice of various trades being sub-contracted is approved. A list of all proposed sub-contractors to be used on the work shall be submitted to the employer for approval before work is commenced.

INSURANCE

The contractor and sub-contractors shall be held bound to affect all insurances rendered necessary by the operations.

The contractor will be held responsible for all accidents that may happen during the progress of the works and is to make good all damages resulting there from. The contractor shall insure against any liability, loss, claim or proceedings whatsoever arising out of any Statute or at Common Law arising out of, or in the cause of, or caused by the execution of the works.

PROTECTION OF PROPERTY

The contractor shall take precautions to protect all property and shall make good and pay for any damage caused by and during the contract operations. All operations must be suspended during weather that would affect the quality of the work in progress.

Where the building works have disturbed roadway and footpath, the contractor is to make good to the satisfaction of council’s representative.

Due to the nature of working on reserves, where the public have unrestricted access, it is important that the contractor provide adequate security for the works in progress. This is particularly important where concrete is used due to its extended curing period. It is important that all materials left on site over night are secured. 

The contractor will be ultimately responsible to make good at his expense any damage to finished surfaces that may occur prior to the completion of the works.

ENVIRONMENTAL ISSUES

While undertaking the work the contractor shall at all times comply with the obligations, provisions and requirements of the Resource Management Act.

The contractor is to take particular care not to damage any trees, plants or natural features at the sites.

The contractor’s activity shall be confined to the designated work zone. Damage to vegetation or ground beyond the designated work zone shall be rectified at the contractor’s expense.

The contractor shall obtain approval from the council’s representative (Horticultural Co-ordinator) for any vegetation removal, cutting of trees and before starting work within the drip line or root zone of trees not protected by resource consent conditions.

Where the contractor is required to work in the vicinity of streams or the coastal zone, adequate sedimentation control measures shall be implemented throughout.

Silt traps approved by council’s representative are to be constructed anywhere that silt is likely to be washed off a work site.

Archaeological Features

In the event of archaeological features being uncovered (e.g. shell midden, hangi, or oven stones, pit depressions, defensive ditches, artefact material, or human bones), work shall cease and the area in the broader vicinity of the discovery shall be secured. 

The contractor shall contact the client and/or project manager immediately to inform them of the discovery. The contractor shall also contact the New Zealand Historic Places Trust and the appropriate Tangata Whenua and Iwi authorities so that an investigation and assessment of the discovery can be arranged. Contact details for each of these authorities will be provided to the contractor by the project manager once they are informed of the discovery. In the event where human remains are discovered the Police should also be contacted. The authorities involved are to be given a reasonable time, as determined by the council, to record archaeological features discovered before work may recommence on site.

Any wooden or other organic artefacts that may be found must be excavated by an archaeologist in conjunction with a specialist conservator. The artefact shall be professionally conserved. 

Any artefacts found must be notified to the ministry for culture and heritage in accordance with the Antiques Act 1975.

HEALTH AND SAFETY

 1. Where the services are electrical or building construction or the services involve being on a construction site then the contractor shall ensure that all employees and sub-contractors have successfully completed their Site Safe Passport training programme.

2. The contractor consents to the council carrying out at council’s cost random     safety audits. the contractor will make available the relevant documentation and staff to enable these audits to be carried out.  if the audits identify any areas that are not acceptable then the contractor agrees to take all reasonable steps to rectify the situation.

3.
Temporary Site Fencing / Barriers and required Signage – Items required being included in the schedule for pricing. Include linear meters of fencing required and number of signs required. Include in costs if a lump sum quote. 

a) Fencing Type 1: The scope for this project is of such a nature that it is not considered that solid fencing of the contract work area is required. The area of works will be demarcated with traffic cones with cross bars and sign(s) indicating the area where public and other users are not permitted. When machines are used, a spotter will be used to control the works area and ensure that public doesn’t come within the demarcated area.
b) Fencing Type 2: Fence the area with single row orange mesh fence with a solid wire at the top and bottom of the fence. The orange mesh fence and top and bottom wires will be secured on warratah posts. Top of warratah posts to be covered with plastic cover to protect all sharp edges. Mesh fence to be maintained at all times. Site access to be closed off when not in use. Construction site boards to be erected at points where people can interface with the site. 
c) Fencing type 3: Area to be fenced with a 1.8m high solid top and bottom chain link fence. Each individual fencing panel to be secured to one another. Construction site boards to be erected at points where people can interface with the site. 
d) Signage – signs will be 500mm height x 700mm width. The words “Construction Site” (120mm in letter size) and “No Unauthorised Persons” (60mm in letter size) shall be printed on each sign. Signs will be secured onto two 80mm posts with the bottom of the sign being 1000mm off the ground level. The sign is to be black with white lettering. The Engineer will determine the number and location of the signs. 
e) The contractor will be required to install a standard Parks Notification of Construction Sign “Type 8b” for the site that includes the general information about the project including the client details, contractor details, contract number, and dangers around the work site.  These signs and frames are to be collected from :-
Glen Neale

I D Results

63 Union Road

Howick

T:537 9232

M:021 973 912

E:signage@idresults.co.nz
MATERIALS AND WORKMANSHIP

General

All work shall be carried out in strict accordance with the drawings and specifications.  All workmanship shall be careful and thorough and in accordance with the best trade practice.  All materials shall be of the best of required kind, unless distinctly otherwise specified.  Where plans directions or specifications are not clear the contractor will request clarification on these. 

Testing

The contractor shall furnish all facilities for and pay the expense of any testing of materials and prove their efficiency or their compliance to the requirements of this specification. All work shall comply with the relevant NZSS, but notwithstanding compliance shall demonstrate also satisfactory performance.

Interpretation


Should the specification or drawings for this contract conflict with Local Body By-Laws or requirements in respect of work the contractor must allow for the minimum possible standards allowed under such regulations.

Protection

Cover up and protect the works from the weather and suspend all operations which will be detrimental to the work.

Stability of Structure

The contractor shall in all cases use proper care and diligence in bracing and supporting all parts of the work against damage by wind. The work shall also be supported and protected from damage by water. The work at all times shall be self-supporting, absolutely strong and fully able to resist all stresses to which it may be subjected.

WORK SHOWN AND MENTIONED

The attached specification and drawings shows the extent of the work, but there is no warranty expressed or implied that it shows each and every minor detail or item required to be included by the contractor.  Should any material, work or structural member appear to be inadequately described, yet obviously necessary for the neat, strong and satisfactory completion of the work, the contractor shall include and allow for same.

SHEDS AND STORAGE

The contractor shall supply all necessary temporary sheds and toilet facilities for the use of staff working on the contract and shall remove them at completion of the work, leaving the site clean and tidy.

POWER AND WATER FOR WORKS

Power and water required for the works are to be provided by the contractor.

SURFACE FINISHES

Should any trade consider that any surface or construction by another trade is in an unsatisfactory condition to ensure a proper finish for their work thereon, the contractor shall give due notice and such work shall not proceed until the necessary improvements have been made.  Failing such notice, the trade concerned, will not be relieved of the responsibility for poor finish due to such unsatisfactory conditions.

ATTEND ALL TRADES

The contractor shall attend on all trades and subcontractors employed on the contract.

TELEPHONE

Allow for the provision of a mobile phone on the job for the full length of the contract period.

COMPLETION

On completion of the works all rubbish caused by the contractor and sub-contractors as part of the contract operations shall be removed from site. All unused materials shall be removed from site.

PRELIMINARY CLAUSES

The whole of the foregoing Preliminary Clauses shall be read in conjunction with and shall apply to each and every trade section of the contract to their full extent and meaning.

ERRORS AND OMISSIONS

Where an item or items are omitted from this specification but are obviously necessary for the satisfactory completion of the work, the contractor shall bring this to the attention of council’s representative and shall allow for the same in his quotation.

FOREPERSON

The contractor shall provide a competent general foreperson to supervise these contract works. Copies of all drawings and specifications, etc., are to be kept on the site.

TEMPORARY WORKS

Provide and maintain all necessary temporary roads, truck crossings and hard standing required and remove at completion.

Provide, maintain and remove at completion temporary fencing, hoarding, planked footpaths, guard rails, and the like as may be required for protecting the public and others for the proper execution of the works and for meeting the requirements of the local or other authority.

Take delivery of temporary site signs, erect in position agreed and remove at completion.

SETTING OUT


Arrange to accurately lay-out the works and assume full responsibility for correctly doing so.

PRACTICAL COMPLETION

At the date of practical completion, the contractor shall hand over any maintenance and/or operating instructions provided by the manufacturers, suppliers or sub-contractors.  The ‘maintenance period’ shall be as specified in the contract. during which time the contractor will make good and pay for any defects or malfunctions that have been reported to the contractor in writing.

DURABILITY STATEMENT

All building materials and elements are to comply with the requirements of New Zealand Building Code.

PARKS CONTACT AND ACCESS

The contractor is to be responsible for contacting the Parks Ranger/ MCC Project Manager, associated with the project area at least 48hrs before programmed commencement of work, to discuss the following:-

(a) Site access to the site before commencement of work. 

(b) Timing of work

(c) Site specific and local issues that may affect the progress of the works.

The contractor will be held responsible for any expenses occurred for reinstatement for works at that do not take into consideration site specific or local issues and have been initiated by the Contractor without consultation with the appropriate Park Ranger,

Western Areas = Manurewa, Mangere, Papatoetoe

Eastern Areas  = Howick, Pakuranga, Otara, Clevedon, Botany

<<Insert name and contact details>>
WORKING HOURS

Working hours will be 7.30am to 5.30pm Monday to Friday.

No weekend work is allowed unless with written approval from council’s 
representative.
Letter Box Drop

The contractor is to format, obtain approval, print and deliver circular style letters to

all adjoining park neighbours who will be affected by the works stating the following:
· Company name and profile – introduction, relationship with council 
· Nature of the works

· Start of works – give at least five days notice 

· Projected finish date

· Contract name for issues arising out of the works.
If site closure is required a media release will be required from Manukau City Council’s Communications Team.
Construction Notice Board

The contractor will be supplied with the relevant frame to be erected on the site outlining the project scope and timelines.  The contractor will be required to provide relevant project details to the signage company to allow manufacture of sign and then obtain the same.  Once the project has been completed, the sign and frame will be removed and returned to the signage company for installation at a future project. 
LOCATION OF SERVICES

The contractor will be responsible for locating of all services.  the contractors attention is drawn to the fact that council may not have all internal services on reserves on record and the contractor is responsible to locating these.  council will not accept any responsibility for any damage to any services and the contractor will make good any such damage at their own cost.

Pre approved contract number to be put here





Type project scope here or attach, or attach.  Delete red comments








Select from the documents appropriate and delete those not applicable








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








