
REQUEST FOR QUOTES (RFQ) TEMPLATE INSTRUCTIONS
DELETE THIS PAGE BEFORE RELEASE
[Instructions and guidence] [Content to be inserted by the Procurement Officer] [Responses to be inserted by the Respondent]
This template is intended to be used for secondary selection processes for supplier panels.
Content in the RFQ must be consistent with the relevant approved Procurement Plan.

Before publication:

1. delete all unused optional content
2. ensure all [green] and [yellow] highlighting has been removed
3. delete the Instructions page (this page).
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	[Either]The Ministry of Education
[Or]The Board of Trustees for [Name of School]
(the Buyer)

	Request for Quotes (RFQ)
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Project Management Minor Services for [Name of School]
SECTION 1: Key information
1.1 Address for submitting your Quote 

a. Quotes must be submitted by email to the following address: 

[email address]
1.2 Our timeline
a. Here is our timeline for this RFQ. 

RFQ issued:

[Date]
Deadline for Quotes:

[Time][Date] 

[you should allow respondents a minimum of 5 business days to quote however the complexity of the project may require a longer period.] 
Anticipated Contract start date:

[Date]
All dates and times are dates and times in New Zealand.

1.3 How to contact us 

a. The Point of Contact for this RFQ is:

Name: [Name]
Email address: [email address]
All enquiries must be directed to the Point of Contact. All communications in relation to this RFQ will be managed by the Point of Contact.
1.4 Our RFQ Process, Terms and Conditions

a. Offer Validity Period: In submitting a Quote the Respondent agrees that their Quote will remain open for acceptance by the Buyer for [number] calendar months from the Deadline for Quotes. 

b. The RFQ is subject to the RFQ Process, Terms and Conditions (shortened to RFQ-Terms) which can be found at: RFQ Process Terms and Conditions.
i. Delete paragraph 6.3b.

ii. In paragraph 6.8, replace the term “shortlist” with “select(ion) as preferred”.

iii. Replace Paragraphs 6.8b and 6.8c. with “In deciding which Respondent(s) to exclude from further evaluation or select as preferred, the Buyer will take into account the results of the evaluation and may take into account the degree to which the Respondent accepts the Proposed Contract and the outcome of due diligence undertaken”.

iv. In paragraph 6.12, add the following sub-paragraph (6.12e) “If an issue or complaint remains unresolved following best endeavours at resolution with the Buyer’s Point of Contact, the issue or complaint may be escalated by emailing the Ministry’s Education Infrastructure Service Procurement Team: EIS.Procurement@education.govt.nz (email title: Issue with [Procurement Title] RFQ)”.

v. Replace the first sentence of paragraph 6.13a. with “All enquiries regarding the RFQ must be directed to the Buyer’s Point of Contact through the email address provided (except as described in paragraph 6.12e.)”.

vi. Delete paragraph 6.23c.

vii. Replace definition of Respondent with “A person, organisation, business or other entity that submits a Quote in response to the RFQ. The term ‘Respondent’ includes its officers, employees, contractors, consultants, agents, representatives and, in the case of a joint venture, consortium or similar arrangement, the parties to that arrangement”. 

viii. Add definition “ ‘The Ministry’: the Ministry of Education”.

ix. Add definition “ ‘Named Personnel’: The Respondent’s individual personnel that the Buyer has a Requirement to name in the Contract and who will undertake specific roles for the duration of the Contract (or other timeframe as set by the Buyer)”.
x. Add definition “ ‘Approved ICT Installation Contractors’: An ICT installation contractor that has been approved by the Ministry to work in schools, and is included in the Approved ICT Installation Contractors list published at: ICT Contractors Policy and Procedures”.
SECTION 2: Our requirements
2.1 Background

a. This RFQ is a secondary procurement process in relation to the Ministry’s Project Management Minor Services Panel.
b. The Ministry requires schools to engage a project manager for any projects which require building consents.
c. Information about our School and what we do can be found at:

 <<Insert school website or other information that Respondents can access. You may also wish to include additional documents or information as appendices.>>   
2.2 Requirements
a. We are seeking a Respondent to deliver [select one of the following options]
Project management services for a single project [provide details of the project and any supporting information]
Project management services for a number of projects [provide details of the projects and any supporting information]
Project management services for our school projects over a defined period of time [this could be for all projects during your 5YA period – provide details of the projects and time frame for services.  Ensure that you are clear regarding any project that may be excluded eg where there is a project with a capital value of greater than $500k] 
Regardless of the option chosen you should provide as much background and supporting information about the project(s) as possible. You should provide the current status of the project(s), key milestones, key risks and issues etc. You should also provide the following information where necessary – Master Planning information, Asset Management Plan, School Hazard Register, School 10 Year Property Plan (10YPP), 5 Year Agreement (5YA) etc. 
b. A copy of the Project Management Minor Services specification can be found in Appendix 1.
c. The Respondent will be required to comply with the requirements and recommendations of the Health and Safety in Work Act 2015 and any subsequent amendments. The Respondent’s personnel will be responsible for health and safety compliance on site. While work is in progress, the Buyer and/or an outside agency may randomly audit health and safety procedures. Asbestos discovery is to be notified to the Buyer immediately and relevant WorkSafe protocols must be followed. Any accident, incident or near miss must be notified to the Buyer immediately.

d. [To be included if the engagement is likely involve unsupervised access to students at the School during normal school hours for that school] [All Respondent’s personnel (including those of all sub-contractors) accessing the School during normal school hours [time am – time pm] [normal school hours for that school]will be required to be police vetted (a review by the school Board of Trustees of a person’s criminal conviction information held by the New Zealand Police Licensing and Vetting Service Centre). An adverse police vetting may result in the vetted person being refused access to the School.]
e. The Respondent will be required to maintain the following insurance:

· Public Liability insurance of no less than $2,000,000 per occurrence.
· Professional Indemnity insurance of no less than 5 times the fee which must be maintained for a minimum of 6 years after completion of the services.
2.3 Contract term

a. It is anticipated that the Contract will commence [Date].  
2.4 Documents

a. Documents attached to this RFQ and which form part of this RFQ are:
· Response Form (Word document in Section 6)
· Project Management Minor Services Specification (Appendix 1)
SECTION 3: Pricing information
3.1 Pricing information to be provided by Respondents
· In submitting the Price the Respondent must meet the following:
· Pricing must be provided and include a breakdown of all costs, fees, expenses and charges associated with the full delivery of the Requirements over the whole of the life of the Contract. It must also clearly state the total Contract Price in NZ$ exclusive of GST.
· Where the Price, or part of the Price, is based on fee rates, all rates must be specified, either hourly or daily or both as required.

· In preparing their Quote, Respondents are to consider all risks, contingencies and other circumstances relating to the delivery of the Requirements and include adequate provision in the Quote and Pricing information to manage such risks and contingencies.

· Respondents are to document in their Quote all assumptions and qualifications made about the delivery of the Requirements, including in the financial Pricing information. Any assumption that the Buyer or a third party will incur cost related to the delivery of the Requirements must be stated, and the cost estimated, if possible.

· Unless otherwise agreed, the Buyer will arrange contractual payments in NZ$.
· Hourly rates and fixed % fees quoted must not exceed those agreed as part of the Project Management Minor Services Panel Agreement.
· The Buyer seeks to obtain the best value-for-money over whole-of-life. This means achieving the optimal outcome for the appropriate Price.

· If a Respondent offers a Price that is substantially lower than other Quotes (an abnormally low bid), the Buyer may seek to verify with the Respondent that the Respondent is capable of fully delivering all of the Requirements and meeting all of the conditions of the Proposed Contract for the Price quoted. 
3.2 Payment schedule
	Item
	Description
	Payment terms

	1
	Percentage Fee (%)
(based on project(s) budget for construction ($))
	The percentage shall include all expenses relating to required inputs, activities and outputs for the Project(s) and the confirmed services as set out in the specification. 
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice.

	2
	Fixed Price ($)
(based on project(s) budget for construction ($))
	The Fixed Price shall include all expenses relating to required inputs, activities and outputs for the project(s) and the confirmed services as set out in the specification. Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice.

	3
	Additional Services

Hourly Rate ($)
	The hourly rate(s) tendered shall include all expenses relating to required inputs, activities and outputs as agreed with the Buyer.
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice

	4
	Additional Services

Fixed price
	The fixed price for additional services as agreed with the Buyer shall include all expenses relating to required inputs, activities and outputs as agreed with the Buyer. 
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice


SECTION 4: Our proposed contract 
4.1  Proposed contract 
The proposed contract consists of:

· Form of Agreement which can be downloaded here 

· The Conditions of engagement are IPENZ’s Short Form Model Conditions of Engagement and Ministry Variations (or Specials), which can be downloaded here
SECTION 5: Our evaluation approach

5.1 Evaluation model

Conformance and value evaluation method will be used to evaluate Quotes and select a preferred Respondent. This will involve:

· Quotes evaluated as meeting all minimum Requirements for:

· Proposed Solution (Comprehensiveness, deliverability and robustness, understanding of the requirements)
· Capability (skills and expertise as evidenced by qualifications, experience and track record)
· Capacity (sufficient resources, availability and contingency (back-up).

· Selecting the Quote which represents best value for money.

SECTION 6: Response form 
Project Management Minor Services for either the Ministry of Education or [Name of School] [delete as appropriate]
Respondents should complete the sections below and return by the deadline for responses to the point of contact as detailed in Section 1. 
	1. Respondent’s details

	Respondent name:
	[Respondent’s trading name]

	Full legal name (if different)
	[Legal name]

	Physical address
	[Main or head office]

	Postal address
	[eg PO Box address]

	Registration number
	[Company registration number if applicable]

	GST registration number
	[NZ GST number OR Overseas based]


	2. Respondent’s contact person

	Contact person
	[Full name of the person authorised to represent the Respondent]

	Title/position
	[Title/position of the person authorised to represent the Respondent]

	Telephone number
	[Area code - number]

	Mobile number
	[Prefix - number]

	Email address
	[Email address]


	3. Methodology and approach

	3.1 Provide an overview of your organisation’s relevant capability (skills and expertise):

	[Answer]

	3.2 Please outline your proposed strategy and approach to delivering the required services. How will you ensure that the timeframes are met?

	[Answer]

	3.3 Please provide details of the individual you propose will be the project manager to deliver these services. Please also identify any other resources which will be used to deliver the services and outline their roles and responsibilities.  

For the project manager and any additional resources identified please also provide the following information:

· the individual’s full name

· a C.V. for each person
· the location of the resources (specifically the project manager) ie where they are based
· the percentage time, for each individual identified, that will be devoted to delivery of these services

· the contingencies you have in place if the project manager is unable to deliver the services.

	[Answer]

	3.4 Please confirm how the project manager will provide the services to the School.  Your response should include:
· how the project manager intends to engage and manage the relationship with the School in order to deliver the services
· any challenges concerning the project manager’s location to the School.


	4. The Contract

	4.1 Confirm your full acceptance of the Proposed Contract. If unable to confirm, detail all proposed amendments that you wish to make in relation to your proposed Price including the impact on delivery of the Requirements.

	[Confirmed / Not Confirmed: detail proposed amendment including:

· reference to the Contract clause at issue

· a full describe of the proposed amendment
· the reason for proposing the amendment.]


	5. Total Price

	Provide the total Price for the full delivery of all Requirements.  A breakdown of your costs and assumptions should be completed in question 6.1. 

	[Answer]


	6. Price breakdown

	6.1 The detail to support the total Price proposed should be completed in order to show a breakdown of all costs, rates, fees, expenses and associated charges.
Where a Respondent has an alternative method of pricing (ie a pricing approach that is different to the pricing schedule shown below) this may be submitted as an alternative pricing model. However, the Respondent must also submit a pricing model that conforms to the template below.
Note the hourly rates and fixed % fees quoted must not exceed those agreed as part of the Project Management Minor Services Panel Agreement.

	Projects where the budget for construction (capital value) is less than $100K – Fixed Price.

	Item
	Project(s) budget (capital value) 
	Resource
	Hourly Rate
	Qty of Hours
	Amount ($)
	Sub Total ($)

	1
	$0 up to $100K (please provide a breakdown of fees)
	Advisor
	$
	 
	$
	$

 

	
	
	Intermediate Project Manager
	$
	 
	$
	

	
	
	Senior Project Manager 
	$
	 
	$
	

	Projects with a capital value greater than $100K are to be charged on a fixed Percentage fee basis.

	Item
	Project Value
	% fixed fee
	
	Sub Total ($)

	2
	Capital value between $100K and $250K
	%
 
	
	

	3
	Capital value between $250K and up $500K
	%
 
	
	

	Additional Services – Fixed Price ($)

	Item
	Named Personnel
	Resource Description
	Hourly Rate
	Qty of Hours
	Amount ($)
	Sub Total ($)

	4
	
	Advisor
	$
	 
	$
	

	
	
	Intermediate Project Manager
	$
	 
	$
	

	
	
	Senior Project Manager 
	$
	 
	$
	

	Additional Services – Hourly Rates ($)

	Item
	Named Personnel
	Resource Description
	Hourly Rate
	Qty of Hours
	Amount ($)
	Sub Total ($)

	5
	
	Advisor
	$
	 
	$
	$

 

	
	
	Intermediate Project Manager
	$
	 
	$
	

	
	
	Senior Project Manager 
	$
	 
	$
	

	Disbursements

	6
	Disbursements - please confirm what, how and when these will be charged
	 

 

 

 
	$

 

	Total
	$


	7. General assumptions

	7.1 State any assumption you have made in preparing your Quote. Where an assumption may influence the Price, state how the assumption will impact of on the Price.

	[Answer]


	8. Insurance

	8.1 Confirm that you maintain Professional Indemnity insurance of no less than 5 times the fee. If unable to confirm, provide an explanation. 

	[Confirmed / Not confirmed: [explanation]]


	9. Police Vetting [To be included if the engagement is likely to involve unsupervised access to students at the School during normal school hours for that school]

	9.1 Confirm that your personnel (including those of all sub-contractors) that it is proposed will access the School during normal school hours [time am – time pm][normal school hours for that school] agree to being police vetted (a review by the School Board of Trustees of a person’s criminal conviction information held by the New Zealand Police Licensing and Vetting Service Centre). If unable to confirm, provide an explanation. 

	[Confirmed / Not confirmed: [explanation]]


	10. Conflicts of Interest

	10.1 Confirm that you are not aware of any circumstance that may represent an actual, potential or perceived Conflict of Interest between your interests and your duties and responsibilities in delivering to the Requirements. If unable to confirm, provide an explanation. 

	[Confirmed / Not confirmed: [explanation]]

	10.2 Confirm that you are not aware of any of the Buyer’s personnel having any interest in, or association with you that may give rise to any perceived, potential or actual Conflicts of Interest. If unable to confirm, provide an explanation.

	[Confirmed / Not Confirmed: [explanation]]


	11. Respondent’s Declaration

	Subject
	Declaration
	Declaration

	Conflict of Interest declaration
	All Conflicts of Interest that the Respondent is aware of have been reported in the Conflict of Interest Section of the Response Form. Where a Conflict of Interest arises during the RFQ process the Respondent will report it immediately to the Buyer’s Point of Contact.
	[Agree/Disagree]

	DECLARATION

I declare that in submitting the Quote and this declaration:

a. the information provided is true, accurate and complete and not misleading in any material respect

b. the Quote does not contain Intellectual Property that will breach a third party’s rights

c. I have secured all appropriate authorisations to submit this Quote, to make the statements and to provide the information in the Quote and I am not aware of any impediments to entering into a Contract to deliver the Requirements.

d. I understand that the falsification of information, supplying misleading information or the suppression of material information in this declaration and the Quote may result in the Quote being eliminated from further participation in the RFQ process and may be grounds for termination of any Contract awarded as a result of the RFQ.

By signing this declaration the signatory below confirms that he/she has been authorised by the Respondent to make this declaration on its behalf.

	Signature:
	[Signature of the person authorised to represent the Respondent]
	

	Full name:
	[Full name of the person authorised to represent the Respondent]
	

	Title/position:
	[Title/position of the person authorised to represent the Respondent]
	

	Respondent name: 
	[Respondent’s trading name]
	

	Date:
	[Date]
	

	
	


	12. Respondent Checklist
	(

	12.1 All sections of the Response Form have been completed.
	

	12.2 The Respondent’s Declaration has been completed and signed by the person authorised to represent the Respondent
	


Appendix 1
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Project Management Specification of Services


1 Establishment


1.1 Establish a Project Control Group (PCG) comprising of:

(a) A representative of the Principal (BOT Representative);

(b) A representative of the Project Manager;


(c) The design team leader (to be appointed), by invitation of the BOT Representative or Project Manager; and 


(d) The Quantity Surveyor (to be appointed), by invitation of the BOT Representative or Project Manager.

1.2 Assist the BOT Representative with procuring consultants as required, including short listing, interviews, evaluation, recommendations and confirmations of appointments.


1.3 The Project Manager will set up a management structure to:


(a) Define responsibilities;


(b) Establish lines of communication and reporting; 


(c) Deal with authorisation procedures between the Project Manager and the BOT Representative;

(d) Work with the design team to define the stages in the design process and, at various stages, seek input from the BOT Representative; and

(e) Organise the Quantity Surveyor to undertake a budget review.

1.4 The Project Manager will attend and minute regular meetings, including PCG meetings, identifying actions and responsibilities as necessary.


1.5 Set up systems to monitor performance parameters such as time, cost and standard required by the BOT Representative.


1.6 Research all relevant records. 


1.7 Visit and review the existing site conditions and the proposed location of the new Building.


1.8 Meet with the BOT Representative to discuss the scope of work proposed. 


1.9 Prepare a project brief for both the overall site development and the specific development requirements in consultation with the design team. 


1.10 Finalise the brief with the design team (including confirmed budgets) and obtain BOT Representative approval.


1.11 Prepare a preliminary development programme identifying key milestones and completion dates. 

1.12 Manage compliance by the design team, Quantity Surveyor and any other consultants engaged on the Principal’s behalf, with the terms of their respective contracts with the Principal, and supervise performance of their duties pursuant to such contracts.

2 Concept design 


2.1 Prepare a site development plan with the design team.

2.2 Obtain endorsement of site development plan from the BOT Representative including proposed site for the Buildings.


2.3 Develop concept plans for the Buildings.


2.4 Ensure an initial cost check is undertaken after the design team has completed the initial concept plans, ensuring that the total budget for the Contract Works is not exceeded.  If such reviews indicate potential budget overruns, remedial steps will be taken to amend the design to bring it within the budget requirements.


2.5 All other duties as required to successfully manage the concept design phase.

3 Develop design

3.1 Ongoing duties as above.


3.2 Check that the design develops in accordance with the requirements of the BOT Representative’s brief and in accordance with the relevant codes of practice and statutory requirements.


3.3 Check that the design develops within the budget requirements.


3.4 Co-ordinate the submission of the design, in stages, to the BOT Representative and obtain their approval.


3.5 Ensure that sufficient information is made available to allow the BOT Representative to make informed decisions, including preparing and co-ordinating option appraisals, peer reviews as necessary.


3.6 Advise the BOT Representative if the design development will not be to the standard required by the BOT Representative and that adjustments will be required. 


3.7 Other duties as are required to successfully manage the developed design and resource consent documentation phase.

4 Building consent

4.1 Ongoing duties as above.


4.2 Oversee and ensure delivery of all necessary consents by the design team. 


4.3 Lodge the Building Consent application on behalf of the BOT Representative once the documentation has been completed and approved.


4.4 Liaise with statutory bodies on behalf of the BOT Representative where they are required to carry out work on the project.


4.5 Other duties as required to successfully manage the consents and tender documentation phase.


5 Working drawings and contract documents

5.1 Ongoing duties as above.


5.2 Manage the design process so that the contract documentation scope aligns with the cost plan.

5.3 Liaise with the design team and provide comment on samples and prototypes in consultation with the BOT Representative to ensure all economies can be maintained while ensuring a quality end product.

5.4 Ensure a full cost check is undertaken after full working drawings have been completed.

5.5 Liaise with the BOT Representative regarding the preparation of the conditions of contract and contract documents.

5.6 Advise and assist the BOT Representative in specifying their requirements in regard to obtaining the operating and maintenance manuals.

6 Procurement

6.1 Ongoing duties as above.


6.2 Evaluate and advise on procurement options to best deliver the Contract Works within the agreed project objectives.


6.3 Co-ordinate the input of the PCG in the preparation of lists of suitable contractors from which to invite tenders.


6.4 Invite Expressions of Interest from contractors, evaluate in accordance with BOT Representative agreed criteria to recommend preferred selected tender list. 


6.5 Ensure that the advertisements for tenderers are correctly placed (if required).


6.6 Assist the BOT Representative with tender evaluations as required and conduct interviews.


6.7 Oversee the preparation of tender documents by the consultants and if necessary revise the tender documents to suit.  Ensure tender documents require Contractor compliance with all applicable Ministry of Education standards.

6.8 Invite tenders on behalf of the BOT Representative.


6.9 Arrange for the direct placement of early offers for long lead in items where necessary and arrange for their subsequent novation if appropriate.


6.10 Review with the design team any alternative proposals put forward by the contractors and make appropriate recommendations to the BOT Representative.


6.11 Monitor and adjust the scope of work after tenders are received and instigate appropriate action in the event that the tenders exceed the budgets for particular elements.


6.12 Monitor the procurement process against the programme and instigate appropriate action to manage the project within the overall budget in the event that the tenders exceed budgets for particular elements.


6.13 Assist with the appointment of the main contractor (if required).


6.14 Prepare tender reports and recommendations to the PCG for recommendation to the BOT Representative.

6.15 All other duties as required to successfully manage the procurement phase.


7 Construction

7.1 Ongoing duties as above.


7.2 Prepare and keep updated a master project programme.  Monitor the master project programme against contractor’s progress, and review progress at the regular site meetings.  Where delays are signalled, take recovery action as appropriate.


7.3 Prepare a programme for the construction stage of the project in accordance with the BOT Representative requirements. 


7.4 Advise the BOT Representative regarding insurance obligations on the contracted parties and ensure that such insurances are put in place.


7.5 Receive monthly reports from the design team confirming the status of Request for Information, notice to contractors and site instruction issues.  If required, report these to the BOT Representative.


7.6 Advise the BOT Representative regarding any statutory responsibilities particularly with regard to health, safety and environmental issues, and ensure the main contractor has an appropriate health and safety plan in place.


7.7 Advise the BOT Representative on quality control actions including progressive monitoring / remedial action.


7.8 Examine the contractor’s proposal for construction of the Contract Works and resolve any concerns that arise.


7.9 Co-ordinate works, sequence, access and similar matters with the contractor and BOT Representative, to the BOT Representative’s satisfaction/approval.


7.10 Arrange for the preparation of a detailed construction programme(s).


7.11 Arrange for the preparation of schedules identifying when design information is required for order or for construction purposes and ensure that this is fully co-ordinated with the design programme.


7.12 Ensure that suitable procedures are put in place to consider variations to the Construction Contract.  As a general rule, no variation shall be initiated without the BOT Representative’s prior written approval unless the net effect of the variation is neutral or better in relation to the budget quality and programme.  

7.13 Ensure that suitable procedures are put in place to monitor, record, progress and cost to facilitate communication to deal with problems that may occur.


7.14 Fully brief all contractors and their project managers on their duties, project procedures and the project itself to the extent that the overall understanding will improve their performance.


7.15 Create a culture of confidence, trust and mutual respect between all members of the PCG.


7.16 Facilitate regular reporting and review meetings on and  off site.


7.17 Be present on site to inspect all matters of critical importance to the project, and in addition attend on site to observe construction works taking place on a not less than weekly basis.  


7.18 Monitor the construction phase and instigate appropriate action in the event of technical problems, delays, unforeseen difficulties, communication breakdowns and any other events, which threaten the objectives of the project.


7.19 Agree contractor’s project team and duties.


7.20 Approve subcontractor’s trades named by the contractor.


7.21 Assist in the resolution of disputes as they occur.


8 Financial Management 


8.1 In consultation with the Quantity Surveyor, check the contractor’s payment claims including checking materials on and off site as required.

8.2 Provide confirmation to the BOT Representative that progress payments are a fair reflection of the value of works undertaken and therefore the certificate is approved to the BOT Representative for payment.  Monitor the payment process and instigate action in the event of problems.  

8.3 Arrange for the negotiation of all variations approved by the BOT Representative in a timely manner and ensure that the budget, quality and programme implications of variations to the contract are fair and reasonable, and certify approved variations.  Monitor the variation process and instigate action in the event of problems.

8.4 Certify all payments in accordance with the contract requirements.

8.5 Continuously monitor and manage all costs of the project and, in conjunction with the Quantity Surveyor, take responsibility for the delivery of the project within the allocated budget.

8.6 In consultation with the Quantity Surveyor (and design team / Contractor, as appropriate), provide a monthly summary to the BOT Representative showing:

(a) Contract Works completed to date;


(b) Works programmed for the following month;


(c) The updated forecast final project cost (cost to complete); 


(d) The status and value of variations if any;


(e) Payments to date;


(f) Retentions held; and


(g) A cash-flow forecast.


9 Commissioning

9.1 Oversee the preparation of a detailed systems commissioning and testing programme.


9.2 Oversee the preparation and schedules of test reports and certificates to be obtained, and ensure they take place in a timely manner.


9.3 Ensure that all parties are aware of what is required.


9.4 Monitor the commissioning and testing programme and instigate appropriate action in the event that delays occur. 


9.5 Monitor the results of the tests and agree suitable measures with the team in the event that failures occur.


9.6 Oversee the preparation of the operating and maintenance manuals and check that they meet with the BOT Representative’s requirements.


9.7 All other duties to successfully manage the construction and commissioning phases.


10 Completion

10.1 Assist the BOT Representative in any arrangements for a phased handover of the project (if necessary) and the logistics of taking possession of the project.


10.2 Co-ordinate the activities of inspection personnel from the BOT Representative, consultants, contractors and statutory bodies.

10.3 Ensure that all necessary reports, certificates (including Certificate of Public Use and Code Compliance Certificate), “as built” drawings and contractor guarantees, sub trade and product guarantees have been obtained for handover. 

10.4 Advise the BOT Representative regarding any statutory requirements it may be required to comply with on taking possession of the project.

10.5 Prepare final information and issue final certificates.

10.6 Complete all necessary Ministry of Education documentation (including PMIS requirements) required by the BOT Representative, in conjunction with the design team.

11 Payment terms


11.1 The Project Manager shall prepare and render to the Principal a valid monthly GST invoice, in respect of the Fee.  To be valid a GST invoice must:


(a) Clearly show all GST due;

(b) Be in New Zealand currency;

(c) Be clearly marked 'Tax invoice';

(d) Contain the Project Manager's name, address and GST number, if the Project Manager is registered for GST;

(e) Contain the Principal’s name and address and be marked for the attention of the Principal’s Contract Manager;


(f) State the date the invoice was issued;

(g) Name this Agreement and provide a description of the Services supplied, including the amount of time spent in the delivery of the Services if payment is based on an Hourly Fee Rate or Daily Fee Rate;


(h) Contain the Principal's contract reference or purchase order number if there is one; and


(i) Be supported by GST receipts if expenses are claimed and any other verifying documentation reasonably requested by the Principal.

12 General

12.1 Provide a written report to the BOT Representative, no less than monthly, regarding the status of the project, including but not limited to PCG meetings, progress of the project and any application for a variation, and obtain any necessary decisions.

12.2 Initiate action in the event that any aspect of the project fails to proceed to plan.  Upon consultation with the BOT Representative, agree suitable corrective action and monitor its implementation.


12.3 Quality Assurance: 

(a) Each consultant is responsible for checking their specific discipline.


(b) The design team and Project Manager will also check the work throughout the project.


(c) All contractual obligations relating to quality assurance and remedying defects will be managed by the Project Manager, who will be satisfied that the Contract Works have been completed to the required standard prior to issuing the practical completion certificate and certifying final payments.

(d) The BOT Representative may carry out its own independent quality control checks.  However, any such checks will not obviate the responsibilities of the contractor, the Project Manager or the consultants.


12.4 Additional Consultants: 


(a) The Project Manager will have a key role in the decision making process for the appointment of all consultants (i.e. the design team and the Quantity Surveyor), due to the fact that the Project Manager is responsible for their performance. 

(b) The design team will nominate his or her own sub-consultants, and the selection of the design team will take into account the quality of those sub-consultants.

13 Ongoing services<<Delete this 

13.1 Where the Project Manager is engaged to deliver a number of projects/services on an ongoing basis (e.g. a number of 5YA projects) in relation to [School] 

13.2 The Project Manager shall work directly with a representative of the Principal to discuss and plan any projects which the Principal may be contemplating at the School.

13.3 Individual projects will be delivered as per the requirements in sections 1 to 12 of this specification. 

13.4 <<Reporting requirements should be inserted here – these may include provision of any advice, planning reports and provision of any agreed deliverables>>

13.5  <<Details of any other services should be added here>>. 
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