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SCHEDULE 2

Features of Contract Management Plan



Please refer to next page for more information.
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1.
Contract Initiation

· Contracts Signed

· Commencement date/site handover established

· Insurances confirmed

· All administrative matters addressed, e.g. contract names, numbers

· Contract Superintendent and Contractor introduced by Council Officer from Tenders and Contract Unit. Role of each explained and confirmed

· Transition Plan, Work Plan, Quality Plan agreed and finalised

2.
Contract Management Meeting

· Membership established (At least comprise Contract Manager, Contractor, Contractor’s Representative, Councils OH & S representative.

· Appropriate members of the Project Control Group shall be invited to the relevant Contract Management meetings.

· Refer to Schedule 4 for suggested agenda items.

3.
Contract Deliverables

Managing the Contract by:

· Approvals and documentation

· Site Management monitoring

· Monitoring and recording progress against performance measures

· Completion of monitoring records

· Cost Control and reporting (at least monthly)

· Monitoring and directing compliance with contract and legislative requirements

· Ensure site and surrounds are safe

· Ensure codes and practices are met

· Recording all Directions, Approvals and Authorisations given

· Ensure currency of insurances

4.
Progress Claims

Throughout the contract manage the payment of progress claims, paying only for work completed in accordance with the contract, ensuring evidence of progress is obtained.

5.
Practical Completion

Ensure that this is done fully, accurately and only where all conditions are satisfied.

6.
Maintenance Period

· Ensure maintenance and operation manuals are handed over and are complete and useable.

· Ensure ongoing contract and responsiveness during maintenance period.

· Record and report on all activities within this period.

7.
Contract Finalisation

· Contract Superintendent completes all necessary documentation including Contract Performance Report.

· Tenders and Contracts Unit ensures all contract finalisation actions are completed, e.g. Bank Guarantees released, bonds returned, letters of completion, appreciation, etc.

· Contractor to hand over Contractor’s site diary.

· All Contract Management documents to be labelled and delivered to Records.
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