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SCHEDULE 7



Contractor’s Diary



Where the Contract requires the Contractor to keep daily record, the Superintendent shall ensure that this is complied with. All diary record items stipulated in the specification must be included. The following list provides some items which are relevant to most contracts. Reach agreement with the Contractor on the items to be recorded prior to commencement of the contract.

Council as a Client shall supply diary to the Contractor. Diary shall be bound book with each page numbered. Diary is to be accessible to Council for inspection during normal working hours. Contractor is to return diary to the Superintendent at the end of the contract. The Superintendent shall keep the Contractor’s diary and all other relevant documents with Information Management Unit of Council.

Information that is relevant to most contracts including:

· Location worked
· Date and time
· Significant observations that need to be actioned (e.g. Obstruction to works, risk, etc.)
· Weather (inclement weather for potential time extension)
· Industrial relations (strikes, for potential time extension)
· Plant and equipment used (to ascertain level of resources utilised)
· Accidents / Incidents
· Materials delivered and used
· Staff numbers on site (to ascertain level of resource utilised)
· Complaints and resolutions
· Visitors to site
· Instructions / Non-Conformance Reports / Contract Direction Forms received.
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