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1.0

INTRODUCTION

"For clarity, the male gender has been used when referring to a single person. When the male gender is used in this manual, it shall mean male or female as applicable."
1.1

Purpose

The purpose of this manual is to describe:

· The manner in which Name of Firm prepares and reviews proposals and agreements (contracts) to ensure that it can meet the requirements; of the professional proactive management plan.

· How proposals and projects are prepared, controlled and monitored, from initial request to completion, including the following:

· Proposals, expressions of interest, etc.;

· Scope of work and agreements;

· Sub-consultant scopes of work and agreements;

· Reports and correspondence;

· Drawings and specifications including identification to ensure their traceability;

· Project records;

· Review process;
· Construction services;
· Financial management.
1.2
Scope

This procedure is applicable to all proposals and projects.
1.3 Definitions:

Agreement

The signed contract between Name of Firm and the client detailing the scope of work and the terms and conditions of the engagement

Approved Signatories

Approved Signatories are senior members of Name of Firm that have been designated by the President. They may include Principals, Associates, Office Managers and other senior staff. It is the responsibility of Approved Signatories to authorize release of outgoing documents and deliverables on behalf of Name of Firm.  A list of the current Approved Signatories, as approved by the President, shall be provided to, and maintained by each Office Manager and Sector Leader.

Conditions of Engagement for Consulting Services 

The terms under which Name of Firm prefers to work for its clients. Name of Firm  Conditions of Engagement shall be offered to all clients, except where other terms are proposed and agreed at the proposal stage or during contract negotiations. The current (April, 1999) Name of Firm Conditions of Engagement of Consulting Services is attached.(Appendix A)

Conditions of Engagement for Subcontractors 

The terms under which Name of Firm  prefers to employ its Sub-consultants. Name of Firm  Conditions of Engagement for Sub-consultants shall be offered to all sub-consultants, except where other terms are proposed and agreed at the proposal stage or during contract negotiations, in which case such materially different terms shall be offered to all sub-consultants. The current (April, 1999) Name of Firm Conditions of Engagement for Sub-consultants is attached.

CONSULTANT:

President
Refers to the Operating Company President or his designate as appointed.

Principal 

Designated “buck stops here” person.

Project Director
Represents the most senior point of client contact for the Project and has overall responsibility for the project. The Project Director is the main upper level technical contact with the client and assuming overall responsibility for the quality of the deliverables. The Project Director will review the technical progress of the project and will focus on overall quality, linkages, and reporting. He/she is responsible for project strategy development, regular reviews with the Project Manager to assure that the project is proceeding on track.

Project Manager
The Project Manager is responsible for the day-to-day effort of keeping the project on the right track and is responsible to the Project Director for the management of the project. He/she is responsible for management of the contract with our client and for ensuring that internal and external communication is effective.

Proposed Terms
Contract terms and conditions proposed by the Client. These may or may not be agreeable to Name of Firm. Agreement or notification of exceptions will be accomplished as part of the negotiation process.

2.0 PROPOSALS


2.1
General


Proposals shall consider the client's requirements and Name of Firm capabilities, risks, personnel and financial resources, insurance limitations, and other relevant technical and business matters. The Principal has overall responsibility for the preparation of proposals, and the appointment of reviewers. The Principal may decline to submit a Proposal.

All proposals shall have a Project Manager assigned to prepare the proposal. It is highly preferable that this person will be the Project Manager for the work, although this may not always be the case.

Proposals that involve interoffice staff shall be prepared in conjunction with those individuals in the other office(s) who have the skills and experience required. Those individuals shall be responsible to inform their Principal of the proposal effort.

· All proposals shall be reviewed by personnel assigned by the Office Manager as applicable. 

For proposals of less than [$50,000] in commercial value, the signature of the Approved

Signatory will be accepted as the record of formal review. For proposals greater than

$50,000 in value, a documented record of a formal review shall be filed with the proposal

using the Proposal Review Record (Appendix A).

2.2 Proposal Preparation

2.2.1
Set-up and Documentation

· Each proposal shall be given a unique proposal number and relevant information shall be recorded. All documentation relating to the proposal shall display the proposal number. Where established, a Market Sector identifying number shall also be included.

· A proposal file shall be established following the principles provided in 4.2 Project Documentation and Control.

· Documentation of the technical, contract and finance reviews shall be maintained in the proposal file.

· All proposals shall be signed by the Project Manager and the Principal.

2.2.2
Define Scope of Work

· Determine that the Scope of Work provided in the RFP is clear and concise.

· If information has been provided by the client, determine that it is sufficient for defining the Scope of Work.

· If the requested scope of activity is not technically adequate for meeting the client's stated needs, advise the client of potential inadequacies. Determine if the proposal will have to be prepared as requested as well as with suggested changes to meet the perceived technical inadequacies.

· Identify all deliverables.

· Establish work task schedules, billing rates and task budgets.

· Establish a project management reporting protocol.

· Determine that Name of Firm can meet client-specified confidentiality agreements.

2.2.3 Determine Needed Resources


· Identify the personnel resources needed and determine whether they are available from within the company.

· If Name of Firm inter-company resources are required, coordinate with that operating company.

· Identify services potentially required from subcontractor(s) and identify such subcontractor(s).

· Provide subcontractors with the Proposed Terms or the Name of Firm Conditions for Engagement of Subcontractors, as appropriate.

· Determine the appropriate level of employee health and safety. If there are special health and safety requirements, determine whether the selected staff members have received appropriate health and safety training.

· Determine if the work requires an unusual amount of senior project staff or senior review staff. If so, determine that the required staff will be available to meet the project schedule.

2.2.4
Determine Potential Project Risks

· Determine potential risks, including but not limited to:

· Financial;

· Technical;

· Personnel health and safety;

· Environmental

· Indemnification; and

· Limitation of Professional Liability.

· Refer to and complete Appendix B  “Project Evaluator” (Go-No Go)

For work in a foreign country also determine potential unusual risks, including but not limited to:

· Social unrest;

· Personal safety;

· Currency cannot be converted; and;

· Tax regulations.

Determine Name of Firm’s credit experience with the client. Confirm recent credit history of existing or past clients with accounting staff. Obtain a credit check of all new clients.

If it there is a reasonable potential that the client could be a bad credit risk, refuse to take the assignment. However, if there is some very important reason to submit the proposal, then approval must be obtained from the Principal. If a proposal is submitted in this case, develop acceptable payment terms such as a retainer, advance payments, scheduled payments, etc. The Principal must approve of such financial terms.

If the client, or that type of client, has historically exhibited a litigious nature, do not submit a proposal. However, if there is some very important reason to submit the proposal, then approval must be obtained from the Principal. If a proposal is submitted in this case, the President must approve the contractual and financial terms.

2.2.5 Agreement Terms and Conditions

· A written agreement must be on file

· The agreement can take one of the following forms.

· ACEC Document 31, prime agreement between Client and Engineer, or

· A format similar to Document 8, as prepared by the Alberta Association of Architects, or

· A formal agreement as prepared by the Client, or

· A letter defining the fees and scope of services. (Consulting Services form sample is attached). 

3.0
PROJECT MANAGEMENT – GENERAL

The Principal or designate shall appoint a Project Director for each project.

Project planning and allocation of resources shall be undertaken at regular office planning meetings. It is the responsibility of each Project Manager to inform the Project Director of needed resources at such meetings and to implement decisions made at such meetings.

A formal project management monitoring and reporting program will be used for all projects. A reviewer shall be appointed for each project. The Project Director is responsible for review of the technical and financial aspects of the project. The Project Manager shall be responsible for actions required on the basis of the reviews.

The Project Manager shall assign all task leaders, and/or project team members as appropriate. A deliverables schedule and a not to exceed stipulated budget for each task or work element shall be provided to each task leader/team member. A project kickoff meeting shall be held where the overall project requirements, budget and specific team member assignments and responsibilities are discussed. Project task leaders/team members shall be responsible for undertaking the tasks allocated to them, monitoring the relevant budget, keeping the Project Manager informed. of progress and outcomes, and any nonconformance encountered.

4.0
RESPONSIBILITIES OF THE PROJECT MANAGER


The Project Manager shall be responsible for documenting all activities related to the project, including but not necessarily limited to the following elements of the project:

· Project Planning and Allocation of Resources;

· Project Document Controls and File System;

· Financial Management;

· Scope Changes;

· Monitor Budget, Progress and Schedule;

· Project Quality;

· Client Satisfaction; and Communication: and

· End of Project.

4.1
Project Planning and Allocation of Resources

4.1.1 Agreements and Authorization to Proceed

· Obtain executed (signed) Agreement with the client, preferably before commencement of work, and file same.

· Obtain written authorization to proceed from the client, if such authorization is needed as per the terms of the Agreement, preferably before commencement of work, and file same.

· If the project schedule is such that only a verbal Agreement can be immediately obtained, send the client a written confirmation notice (fax if needed) that the work is proceeding based on the verbal authorization. Include a copy of the Consulting Engineers of Alberta Conditions used in preparing the proposal. Make it clear that payment is expected for services and expenses.  Provide a preliminary order of magnitude budget allowance that will at least cover the services and expenses that might be expected until the signed Agreement has been received. Do not proceed without this notification!

· Obtain the signed Agreement authorization to proceed as soon as the schedule emergency is over.

· Be familiar with the terms and conditions of the client Agreement. On larger projects, the task leaders must also be familiar with the Agreement and team members must be familiar with elements that may be different from (Name of Firm) Conditions and that could impact their assignments and/or record keeping.

· Be familiar with the terms and conditions related to Subcontract Agreements.

· File copies of the Agreement and all Subcontract Agreements in the project file. Appropriate billing information should be provided to the Accounting Group.

4.1.2 
Scope of Work 

· Identify client requirements and objectives.

· Understand the Scope of Work as per the proposal and divide into tasks if not already done in the proposal.

· Identify deliverables.

· Establish a detailed schedule for work tasks.

· Review project history and documentation.

4.1.3
Project Communications

· Clearly communicate the Scope of Work, budget and schedule to each task manager and/or all project team personnel, as appropriate.

· Hold project startup and regular project meetings with task managers and/or project team personnel, as appropriate.

· Establish communication protocol with client and sub-contractor.

· Establish regular communication with client. Describe progress, schedule and any potential changes.  Clearly indicate if it appears the work is ahead or behind schedule.  

· Clearly indicate potential scope changes (in writing - see Financial Management) and that the client is expected to pay for such changes.
· Communicate client confidentiality requirements.
4.1.4
Project Staffing

· Determine what personnel and equipment resources are needed.

· Determine that the resources are available to meet the project schedule.

· Select Senior Review personnel at the initial stage of the project.

· Implement the appropriate level of health and safety for all personnel.

· Explain limits of authority to team members (see 4.1.7 Limits of Authority)

4.1.5 
Subcontracts

· Determine how subcontractors will be selected (i.e. formal bid or informal price quotation).

· Prepare the Subcontractor Agreement with necessary flow-down provisions from client Agreement.

· Determine necessary insurance requirements and have the subcontractor submit an insurance certificate.

· Place a copy of the Subcontract Agreement and insurance certificate in the project files.

4.1.6
Regulatory and Legal Requirements

· Identify and confirm applicable regulatory and statutory requirements, and codes of practice.

· Identify permits that may be needed to conduct field work.

· Identify permits that are to be prepared as part of the Scope of Work.

· Schedule permit acquisition time.

· Determine any permit fees that have to be paid by (Name of Firm), its subcontractors or the client on behalf of (Name of Firm) or its subcontractors.

· Make sure these are clearly identified in the budget and communicated to the responsible parties.

4.1.7
Limits of Authority

· All proposed changes to a signed Agreement shall be approved by the signatories of the agreement or their designated representative.

· Project personnel shall be instructed that they will not agree to perform any part of the work in a manner that is different than that provided for in the Agreement without the approval of the Project Manager.

· Personnel must be informed of their limit of authority in directing subcontractors, directing other client contractors or agreeing to be responsible for functions, such as job-site safety, that are not included in the Agreement as part of the scope of work.

4.2
Project Documentation and Control

4.2.1
Project Identification and File System

· Upon receipt of the signed Agreement from the client, prepare a Project Data Information Sheet, assign a project number and submit it to the accounting department.

· An electronic file folder is to be created for every project.

· Subdivide each project file into the following suggested folders:

a) Proposal

b) Correspondence

c) Minutes of meetings

d) Construction Administration

e) Cadd drawings

f) Contract Documents

g) Estimates

h) Photographs

i) Reports

j) Engineering Design Notes

· Create a paper file as required.

4.2.2
Project Files

· Establish a project file system following the normal office procedures.  The complexity of the project file shall be commensurate with the size and complexity of the project.

· All project documentation shall be maintained in the project file. All electronic and drafting material shall be filed under the Project Number within the normal office system.

· Transfer all documents from the proposal and contract negotiation file to the project file.

· All project documents, including incoming and outgoing documents, field and laboratory data sheets and records, electronic files, and drawings/graphics shall display the unique project number and file number.  Copies of draft and final documents shall be clearly labeled (also see Product Quality, Technical Review and Checking).

· Controls for protection of confidential information provided by the client shall be implemented in accordance with the Agreement.

· Maintain copies of important project documents, including draft and final reports in a "fire file" (fire resistant room in the building or a secure copy at an off-site location). Immediately place copies of field notes, field logs, and other documents that cannot be readily reproduced from other sources in the “fire file”.

· Project files do not leave the office.

4.2.3
Incoming Documents

· All incoming project-related documents, including email and client supplied data, shall be stamped "date received" with the Project Number clearly indicated.

· For large projects or for projects where dated receipt of incoming documents is critical (i.e. legal projects or projects that may involve litigation), consider establishing an incoming document register that lists the recipient, sender, date received, type of document, and brief description of contents.

· Assure distribution of incoming documents to appropriate staff. Records of receipt by the staff shall be in the form of initials and dates in the appropriate sections of the "date received" stamp.

· Documents shall promptly be placed in the project file.

· Should incoming documents be damaged or incomplete, this shall be recorded and reported to the sender immediately.

4.2.4
Virus Scanning

· Assure that all electronic files received from outside the company have been scanned for viruses prior to use or forwarding.

· Such scanning shall be in accordance with office procedures.

4.2.5
Outgoing Documents

· The project number and date shall be referenced on all outgoing documents.

· When a deliverable is emailed to the client or other outside party, appropriate precautions shall be taken to ensure the recipient cannot alter the contents. A signed hard copy shall also be forwarded to the recipient.

· A copy of each outgoing document, including a hard copy of email documents, shall be filed in the appropriate project file and office reading file. (An office reading file includes a copy of all outgoing material, including hard copies of e-mail, kept in chronological order, not by project number. For voluminous materials, such as reports, the reading file includes only a copy of the transmittal sheet.). For large projects, maintain an outgoing document register that lists the recipient, sender, date sent, type of document, and brief description of contents.

· Transmittals are required for drawings leaving the office. Every drawing number must be listed on the transmittal.

4.2.6
Project Spreadsheets

· During design all spreadsheets are to be labeled with the project name, number and identifying title.

· Assure that appropriate spreadsheets and other calculating software are used and ensure that an appropriate person checks output.

· Wherever practicable spreadsheet input display shall be arranged so as to demonstrate the way the spreadsheet functions.

· A hard copy of the spreadsheet design shall be maintained in the project file where appropriate, along with evidence of checks. Records of checks shall be maintained in the form of initials and dates.

· Where possible, use spreadsheets that have been developed and verified in-house.

· Spreadsheets may be stored on the local hard drives or on the server under the project number with the Engineering Design Notes.
4.2.7
Telephone Instructions

· Contractually significant telephone instructions from or to a client or others, and instructions or technical advice provided to a client or others, shall be documented, reviewed and confirmed promptly in writing.

· Notes of such telephone calls shall be made on Telephone Memorandum forms, with all information requirements noted on the form completed.

· The completed Telephone Memorandum forms shall be placed in the project files.

· Log all long distance calls against the Project Number.

4.2.8
Security

·  All discarded documents to be disposed of in a secure manner or as directed by the client.

4.3
Financial Management


4.3.1
Project Set up

· Prepare Project Information Form (see Appendix C) with complete and accurate information for Accounting staff to properly set up project in accounting system.

· Note on the Project Information Form any unique client billing requirements.

· Billing rates and fee types (cost plus maximum, lump sum, etc.) set up in the accounting system must mirror the contract with the client.

· Set up tasks that coincide with how the project's budget must be monitored, how progress must be reported to the client and/or how the project will be managed internally.

· Assign task budgets accordingly and communicate task numbers and budgets to the task managers and employees working on the tasks.

4.3.2
Project Charges

· Project team members shall record their time and expenses against the project number and, where applicable, specific task numbers on the Time Sheets and Employee Expense Account forms, and submit them for authorization by the Project Director (or Group Leader).

· Equipment required to be purchased for a specific project, and paid for by the client, shall be charged to the project (it may become the property of the client at the end of the project). Equipment that is not project specific or equipment that will not become client property shall be charged to the project if it will have no further use. Equipment bought for project use but that can be used on future projects shall be purchased as office equipment or partially charged to the project and partially to the office. Approval of the Office Manager is required for such purchases. 

· Attempt to negotiate a percentage fee for administrative disbursements (suggested 7%). See Appendix C for explanation of disbursements.

4.3.3
Client Invoicing

· Preview, correct, and approve monthly draft invoice. Assure that all charges are complete, correct, and appropriate.

· Assure all subcontract/vendor invoices have been submitted and that they are included on the invoice.

· Assure that, if required by the contract, backup will be submitted with the invoice. (Backup should not be submitted unless specifically requested and required by the client.)

· The Project Manager must approve all write-offs on a project.

· All charges shall be invoiced or accrued as Work in Progress.

· Return drafts to accounting within 2 working days of their receipt. If you are going to be out of the office make arrangements for someone else to review and return the draft.

4.3.4
Accounts Receivable

· Receivables, including details of aging on a 30, 60, 90, and >90 day basis, shall be reported monthly to the Project Manager.

· It is Accounting's responsibility to follow up invoices to ensure they are paid in a timely manner and to notify the Project Manager if there are any problems with receiving payment.

· It is the Project Manager's responsibility to work with the client to correct any invoicing or payment problems.

· Accounting shall follow up monthly all accounts receivable that are more than 30 days old. Accounting shall do the following:

· Call the client within 2 days and determine the reason the invoice has not been paid; and;

· Determine if the invoice requires the attention of the Project Manager. If the invoice has not been paid for clerical of client cash flow reasons, Accounting can usually secure payment. If there are problems with the amount(s) invoiced or potential client relationship implications, the matter is to be referred to the Project Manager.

· The Project Manager shall follow up monthly all accounts receivable that are more than 60 days old. The Project Manager shall do the following:

· Correct any deficiencies in the invoice, but remind the client that the non-contested portion of the invoice should be processed and paid;

· Determine when payment is expected;

· Report to the Principal the results of the client contact.

4.3.6
Bad Debts

· Requests for bad debt write-offs shall be determined by the Principal.

4.3.7
Write-Offs

· The Principal shall authorize all write-offs.

4.3.8
Accounts Payable

· Subcontractors shall be paid upon receipt of payment for invoice from the client unless otherwise provided in the client Agreement or a Subcontract Agreement.

· Subcontractors shall be made aware of the payment schedule at the Proposal stage, and it shall be clearly indicated in any Subcontract Agreement.

· The Principal shall consider for approval any requests for payment of small invoices from subcontractors or sub-consultants in advance of the normal schedule.

4.4
Scope Changes

4.4.1
Change Order Procedure

· Changes in the Scope of Work or "scope creep" should be identified by the Project Manager and/or task leader as management of the project proceeds. As soon as changes in scope or "scope creep" are identified, the client should be immediately notified of the impact of the changes on the project schedule, deliverables and budget.

· Work beyond the original Scope of Work shall generally not be started until written authorization to proceed is received from the client.

· If the project schedule is such that only verbal authorization can be immediately obtained, send the client a written confirmation notice (fax if needed) that the Change Order work is proceeding based on the verbal authorization. Make it clear that payment is expected. Provide a preliminary order of magnitude budget allowance that will at least cover the services and expenses that might be expended until the time when a Change Order can be submitted and approved in writing. Do not proceed without this notification!
· Notify the appropriate staff of the change in scope, budget and schedule.

· Notify accounting staff of the change in budget and schedule and/or update the PID.

4.5
Monitor Budget, Progress and Schedule (Related to Financial Management)

4.5.1
Internal Monitoring and Reporting Requirements

· It is the responsibility of the Project Manager to effectively track and monitor the progress of work and budget status for assigned projects. The extent to which budgets must be tracked will depend, in large part, on the complexities of the project and client demands.

· At a minimum, on a monthly basis the Project Manager should estimate the budget status, work and schedule to complete. This information should be compared with the Scope of Work (and any approved changes) and any potential discrepancies or shortfalls discussed with the Project Director and/or the Principal.

4.5.2
Client Progress Reporting

· It is the Project Manager's responsibility to provide sufficiently detailed progress reporting and at appropriate intervals to meet the client needs. It is important to discuss the financial reporting and tracking requirements with the client at the outset of the job to determine what level of detail is required and the areas to be covered (i.e. financial, schedules, work progress, etc.) on a regular basis. Effective financial reporting in a format desired by the client will generally expedite the approval of our invoices for payment.

4.6
Product Quality

4.6.1
Technical Review and Checking

· Design, investigation or other project output shall be documented and expressed in terms of requirements that can be verified. For example, design parameters, acceptance criteria, and critical elements shall be indicated or identified as appropriate.

· All calculations, data input, and design work shall be checked for completeness and accuracy. Qualified personnel shall perform the checking. Evidence of such checking shall be maintained in the form of dates and initials.

· At appropriate stages of the project, the Project Director or other specialist personnel as appropriate shall review results. Evidence of such reviews shall be maintained in the form of dates and initials.

· All changes and modifications after checking and review shall be identified and documented and authorized by the Project Director.

· In certain cases reviews may include the client or its representative. In such cases, copies of all client review comments shall be maintained in the project file.

· Comments by the client or its representative shall be resolved. Documentation of comment resolution shall be provided to the client with a copy placed in the project file.

· Draft deliverables issued to clients are not signed. Each page of a draft deliverable, including drawings and appendices, shall be marked "draft".

· Draft deliverables and other draft submittals, including drawings, which are independent of reports, shall be checked with evidence in the form of dates and initials. Drafts shall be reviewed by the Project Director or other appropriate personnel, with signed documentation of such review noted in the project file.

· Development of preliminary drafts of deliverables, other than copies sent to the client, shall be removed from the project file and destroyed or clearly marked obsolete or superceded, after the final version of such deliverable is issued.

· Final deliverables and other final submittals, including drawings, which are independent of reports, shall be reviewed by the Project Director or other appropriate personnel, with signed documentation of such review noted in the project file and on drawings and calculations, as appropriate. Such documentation may include the reviewer signing a Review Stamp or completing a Review Record Sheet.

· Prior to release, appropriate personnel nominated by the Project Manager shall review reports, including draft reports, drawings and other pertinent documents. The author of a report or other document, if not an Approved Signatory, should sign above or adjacent to the Approved Signatory.

· The only deliverables that are not subject to this formal review are those that do not contain technical information or advice, and do not refer to contractual, commercial or business matters, such as the covering letter for a report.

· In cases where (Name of Firm) personnel have provided advice while on-site, written documentation shall be prepared and reviewed promptly afterwards. Only suitably experienced or qualified staff should be authorized by the Project Manager to give advice in such circumstances. The Project Manager shall review the written documentation. After review, the written documentation may be sent to the client or other appropriate party and a copy shall placed in the project file. The project file copy shall clearly indicate the reviewer.

· Design changes after issue of a deliverable shall be reviewed by the Project Manager, in consultation with the Project Director, and processed in a similar manner to the activities outlined above.

· Adherence to the APEGGA Guidelines concerning the application of seals is recommended.

4.6.2
Drawings

· Sketches, graphs and figures included within the text of a report or other document shall be subject to review along with the document or report.

· Drawings and figures, whether included with, or independent of reports, shall be checked, dated and legibly initialed by the Project Manager or team member authorized by the Project Manager and Project Director, and shall carry a block containing:

· Drawing title;

· Project number;

· Drawing number;

· Revision level box, where applicable;

· A "drawn by" and "date" box; and

· A "checked by" and "date" box.

· If the project is of sufficient complexity, or as required by the client, a List of Drawings shall be maintained showing drawing identification (i.e. number, title, etc.) and dates of issue and re-issue. The List of Drawings for each project shall be kept in the project file, or the drafting office, pursuant to the office procedures.

· When a drawing is revised, the revised drawing shall include the revision level clearly identified in the revision box. The release of the revised drawing shall be recorded in the List of Drawings.

· Distribution or list for each drawing or set of drawings shall be maintained. Revised drawings shall be forwarded to all recipients on the distribution list.

· Superseded drawings shall be marked "superseded" and may be separately stored, or destroyed. At least one hard copy of any superseded drawing that has been issued as a deliverable shall be retained.

4.6.3
Information and Drawings Supplied by Others

· Information and drawings supplied by others shall be checked to the extent appropriate pursuant to the terms of the Agreement. (Name of Firm) is required to check supplied materials on some projects and not on others, but the standard of care in the industry must also be followed. If there is a question on the extent of the checking consult with the Project Director and/or legal staff refer to the appropriate APEGGA Guidelines.

· If the information and drawings are to be used directly in a report or other deliverable, the source shall be clearly acknowledged. An appropriately completed information block, as described above, shall be added to drawings as needed.

· Where information or drawings from commercial sources are reproduced in reports or other deliverables, a copyright agreement license shall be established with the source and a note added to the information or drawing indicating same.

· Confidential information provided by the client shall be protected as required by the Agreement.

4.7
Services During Construction 

4.7.1
General:

· Confirm scope of services to be provided

· Identify staff resources required to complete the services and areas of responsibility

· Establish clear lines of communication and reporting protocol for communication with:

· Client representatives

· Contractor representatives

· Regulatory authorities

· Consultant professional representative

· Consultant field staff

· Define regulations for Alberta Building Code schedules

4.7.2
Pre-Commencement:

· assemble and review of project information package including:

· construction plans

· contract documents

· reference reports (geo-technical reports, planning studies, environmental assessments, development reports, etc.)

· field survey records

· technical reference materials (inspection manuals, etc.)

· report forms, record books, etc.

· briefing of field staff on project specific details and requirements

· identify safety and environmental concerns and formulation of job specific safety procedures

· assemble job resources (vehicles, accommodation, communication devices, survey and testing equipment, etc.)

4.7.3
Pre-Construction Meeting

· schedule meeting with consulting staff, sub-consulting staff, contractor representatives, sub-contractor representatives, owner representatives, regulators to review project requirements, concerns and issues The following items should be addressed:

· Permit applications, requirements and conditions

· Work schedule

· Special project requirements

· Safety concerns and procedures

· OH&S requirements

· Prime Contractor responsibilities

· Identification of on-site contractor and consultant representatives

· Distribution of construction documents

· Responsibilities for notification to regulators

· Environmental issues

· Quality control and assurance requirements and responsibilities

· Utility requirements

· Reporting procedures and protocol

· Coordination of work

· Public and property owner concerns

· Payment processing

· Construction inspection responsibility and reporting

· Survey control and staking responsibilities

4.7.4
Work Commencement:

· Confirmation of WCB, insurance and bonding coverage

· Issuance of construction notification to appropriate parties

· Initial and on going survey control and staking

· Contractor submittals and materials orders, approval responsibilities and procedures

· Scheduling of job site meetings, attendance requirements, meeting records and distribution

4.7.5
Construction Phase:

· Review of survey control and staking for accuracy prior to carrying out work

· On-going survey reporting and records

· Contract document interpretation

· Review of work; responsibilities, methods and reporting

· Professional monitoring and follow up of on-going and completed work

· Design change requests, reviews and recommendations

· Measurements for payment and as-built records

· Regulatory inspections and final approvals (NB - do not forget to involve the appropriate regulators at the appropriate stage of the work)

· Project records;

· diaries

· field reports daily/weekly

· photographs

· as-builts

· final reports and detail requirements

· Accident investigations and reporting

· Final inspection;

· attendance

· notification of deficiencies

· follow up inspections

· construction completion certification

4.8
End of Project

4.8.1
Client Feedback

· The Project Manager shall seek client feedback after completion of projects. Feedback comments may be verbal, or written. As a guide, at least 10% of projects should be sampled, on a basis to be determined by each Principal. 

· Client feedback shall be documented and placed in the Project file, and a copy given to the Principal.

· Appropriate follow up action taken to respond to client feedback and documented.

4.8.2 Project Close-Out

· Verify that the project file documentation is complete, and that all documentation that was used by the Project team is placed in the project file.

· Verify that all invoices have been paid.

· Where appropriate, prepare project description and information sheet. Include the following at a minimum:

· name and location of project;

· name, address, telephone number of client;

· dollar amount of (Name of Firm) work including initial budget and increases;

· key (Name of Firm) personnel and position on project;

· date started, date completed;

· description of overall project;

· description of (Name of Firm)services; and

· description of how (Name of Firm)added value.

· Take photographs and consider publicity of significant projects.

· If appropriate

· Electronic data files should be properly archived and managed.

5.0 DOCUMENTATION

Appendices:

A
Proposal Review Record

B
Project Evaluator (Go-No Go)

C
Project Information Form

Appendix A

Proposal Review Record

	Phase

   Item
	Incl.
	Not

Incl.
	N/A
	Phase

   Item
	Incl.
	Not 

Incl.
	N/A

	Pre Design
	
	
	
	Working Documents/Design Cont.


	
	
	

	  Survey
	
	
	
	  Book Specifications
	
	
	

	  Soils Report
	
	
	
	  Specifications on Drawings
	
	
	

	  Construction Budget
	
	
	
	  Maintenance Tie Downs
	
	
	

	  Other
	
	
	
	  Flag Poles and Foundations
	
	
	

	Consultants
	
	
	
	  Light Poles and Foundations
	
	
	

	  Architectural
	
	
	
	  Architectural Handrails
	
	
	

	  Mechanical
	
	
	
	Tender
	
	
	

	  Electrical
	
	
	
	  Construction Budget
	
	
	

	  Civil
	
	
	
	  Tender Document Production
	
	
	

	  Other
	
	
	
	  Tender Analysis
	
	
	

	Working Documents/Design
	
	
	
	  Review of Alternates
	
	
	

	  General Structural Drawings
	
	
	
	  Other
	
	
	

	  Architectural
	
	
	
	Construction
	
	
	

	    floor plans
	
	
	
	  Letters for Building Authority
	
	
	

	    site plans
	
	
	
	  Review of Shop Drawings
	
	
	

	    building elevations
	
	
	
	  Periodic Inspections
	
	
	

	    building cross section
	
	
	
	  Resident Inspection of Piling
	
	
	

	  Civil
	
	
	
	  Pile inspection (periodic)
	
	
	

	    Grading
	
	
	
	  Materials Testing
	
	
	

	    Sidewalks
	
	
	
	  Other
	
	
	

	    Roads
	
	
	
	Post Construction
	
	
	

	    Curbs
	
	
	
	  As built:
	
	
	

	  Window Washing Equip. Supports
	
	
	
	    prints
	
	
	

	  Precast Connections Design
	
	
	
	    reproducible
	
	
	

	  Site Measure Existing Building
	
	
	
	    CAD disk
	
	
	

	  Glulam Connections Design
	
	
	
	    Copy of Design Notes
	
	
	

	  Curtain Wall Framing Design
	
	
	
	    Year End Inspection
	
	
	

	  Masonry Design, Load Bearing
	
	
	
	Miscellaneous
	
	
	

	  Masonry Design, Non Load Bearing
	
	
	
	  Disbursements
	
	
	

	  Underpinning
	
	
	
	  Travel costs
	
	
	

	  Steel Stud Shop Drawings
	
	
	
	  Travel Time
	
	
	

	  Const. Shoring Design and Details
	
	
	
	  Construction Documents
	
	
	

	  Const. Shoring Loads Provided
	
	
	
	  Blueprints
	
	
	

	  Mechanical Equipment Supports
	
	
	
	  Other
	
	
	

	
	
	
	
	
	
	
	


	ITEM
	Assessment 0 - 5
	COMMENTS

	Project Logistics
	
	

	Is the site convenient to our office?
	
	

	Do our staff resources meet contract demands?
	
	

	Do we have the experience and capability to handle this project?
	
	

	Is the time schedule workable?
	
	

	Are labour relations in the area acceptable?
	
	

	Total
	
	

	Client Acceptability
	
	

	Do we have working knowledge of client?
	
	

	Is the client going to be owner and user?
	
	

	Does client understand what is being purchased and what to expect from design professional?
	
	

	Is client financially capable of carrying out contract and unforeseen contingencies?
	
	

	Is a good relationship both personally an contractually achievable with this client?
	
	

	Total
	
	

	Professional Acceptability
	
	

	Is the contract fair and reasonable?
	
	

	Is the contract free from inappropriate indemnity or Hold Harmless clauses?
	
	

	Os the project free from dispute prior to our involvement?
	
	

	Are Design and Code requirements standard and acceptable?
	
	

	Can we attest to contractor's competency?
	
	

	Are we to perform construction review?
	
	

	Are there provisions for us to assess bids before contract is let?
	
	

	Will this project and our company's association with it enhance our image?
	
	

	Total
	
	

	Financial Acceptability
	
	

	Is Fee Schedule adequate and in line with our requirements?
	
	

	Is there any special insurance requirements, can they be met?
	
	

	Does the client have a reputation for financial integrity?
	
	

	Is financing for this project in place?
	
	

	Is the client's budget consistent with his design expectations?
	
	

	Total
	
	

	
	
	

	
	
	

	More than 4 "0's" or a score less than 80 overall, then you should reconsider the viability of this job and perhaps engage in additional research to reassess qualification.
	
	


PROJECT INFORMATION FORM – Appendix C

	Project Number
	

	Short Title
	

	· Client
	

	· Project
	

	· Location
	

	Client Technical Contact
	

	Client Accounting Contact
	

	Project Manager
	

	Description
	

	Prepared By
	

	For Approval By
	

	Rate Structure
	

	· Standard
	

	· Custom
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