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SAMPLE GENERIC SCOPE OF WORK FOR PROFESSIONAL SERVICES:

Project and Construction Management Services

1. Project and construction management services

1.1. Construction management services

Construction management services, being the management of the construction process of works executed under multiple direct contracts, from inception to completion, but without the acceptance of liability for the contractual risks associated with the role of a contractor, including the following:

· Liaising with other professionals as necessary in order to establish the scope of work embodied in each of the direct contracts.

· Co-ordinating and integrating the construction programmes of the various direct contracts into an overall construction programme, including ensuring timeous procurement of the direct contracts.

· Co-ordinating the execution of the construction processes to ensure adherence to the overall construction programme.

· Arranging and monitoring execution of the construction processes to ensure adherence to specification.

· Ensuring that all necessary inspections are carried out.

· Arranging for and monitoring the rectification of defective work including that arising during the contractual defects liability period.

1.2. Project monitoring services

1.3. Project administration services

Project administration services, being the administration of the construction processes on behalf of the Employer from inception to completion, including the following:

· Arranging, attending and keeping minutes of meetings.

· Preparing contract documents for signing and safekeeping of same.

· Establishing whether all insurances, guarantees, etc. have been effected.

· Arranging for the handing over of the site and pointing out of pegs, beacons and datum levels to the contractor.

· Selecting subcontractors in terms of the construction contract.

· Receiving and attending to notices served in terms of the construction contract.

· Issuing instructions, payment certificates, financial statements and certificates of completion prepared by others and notifying those concerned about the status of their involvement. 

· Deciding on any extension of the construction period and penalties.

· Determining disagreements, excluding services related to mediation, arbitration and litigation.

1.4. Project management

Project management, being the management on behalf of the Employer of the entire process necessary for the procurement of the design and the construction of the Project from briefing through to commissioning and occupation taking into account the Employer’s requirements in respect of aesthetics, quality, cost, time, etc., including the following:

· Project administration as per 1.3 above.

· Receiving an outline brief from and establishing the Employer’s needs.

· Advising the Employer on the need for other professionals and making recommendations.

· Negotiating and agreeing conditions of engagement with consultants.

· Receiving a final brief from and analysing the Employer’s needs in detail.

· Ensuring that statutory consents are obtained.

· Preparing programmes for all pre-contract and contract activities and monitoring progress and adjusting the programme as necessary.

· Establishing types of meetings, attendance, chairmanship and issuing of agendas and minutes.

· Obtaining advice for the Employer as to various insurances and/or warranties and ensuring compliance by those required to affect such insurances and/or warranties.

· Advising the Employer on the form of contract and the method of contractor selection in conjunction with other professionals

· Arranging lists of tenderers, the tender opening and credit checks, co-ordinating reports on tenders and making recommendations to the Employer.

· Establishing a framework for monitoring progress, maintaining financial management and regularly reporting to the Employer.

· Co-ordinating inspections and handovers, ensuring that commissioning of the building and services is properly undertaken and obtaining test certificates, as-built drawings, maintenance manuals and guarantees.

Annex 1 BASIC SERVICES
The Project Manager shall provide the following basic services: 
1 Integration Management
. 1.1.1 Consult with the Client to establish the Project scope, objectives, priorities, constraints, assumptions and strategies. 

1.1.2 Manage the integration of the preliminary design, time programme and cost budget for the Works, to form the basis of planning documents to be approved by the Client. 

1.1.3 Manage the execution of the Project in accordance with the approved planning documents. 

1.1.4 Manage the control of all interrelated changes to the approved planning documents. 
1.2 Scope Management
1.2.1 Breakdown the scope of the Project into a manageable work breakdown structure encompassing professional services and construction. 

1.2.2 Monitor the preparation of the final design of the Works through the duration of the Project. 

1.2.3 Manage the acceptance by the Client of the design and construction of the Works.
1.2.4 Establish and monitor the processes of controlling changes to the scope of the Project. 

1.3 Time Management 
1.3.1 Develop a master project programme integrating the interdependencies of planning, design and construction. 

1.3.2 Control changes to the master project programme to reflect actual Project status. 

1.3.3 Monitor that subordinate detailed programmes are produced and maintained in conformity with the master Project programme by the other Project participants. 

1.4 Cost Management
1.4.1 Establish responsibilities for information flow between the design team and the quantity surveyor. 

1.4.2 Monitor the preparation by the quantity surveyor of cost estimates and the cost budget for the Project. 

1.4.3 Establish a format for the cost budget in consultation with the quantity surveyor that meets the Client’s reporting requirements.

1.4.4 Establish and monitor the processes of controlling changes to the cost budget. 

1.5 Quality Management 
1.5.1 Establish the organization structure and responsibilities for quality management in the provision of professional services and construction. 

1.5.2 Monitor that all Project participants meet their quality management obligations. 

1.6 Human Resource Management
1.6.1 Establish the roles, responsibilities and reporting relationships between the various participating organizations for the Project. 

1.6.2 Monitor that suitable key people are assigned by participating organizations to establish an adequate Project team. 

1.6.3 Promote the development of Project team spirit to enhance Project performance.
1.7 Communications Management 
1.7.1 Establish the communications structure and responsibilities for the Project.

1.7.2 Monitor the information distribution and record keeping. 

1.7.3 Collate information and prepare reports for submission to the Client. 

1.7.4 Manage the closing out of the Project and submission to the Client of required records. 

1.8 Risk Management 
1.8.1 Establish responsibilities for arranging Project insurance and monitoring the timeous provision of proof of insurance.
1.8.2 Establish a risk management plan

1.8.3 Manage the risks in terms of the risk management plan. 

1.9 Procurement Management 
1.9.1 Establish the Client’s requirements regarding potential consultants and contractors and methods of obtaining quotations, offers and tenders. 

1.9.2 Manage the processes of preparing proposal calls and tender documents, and calling for proposals and for tenders, in accordance with agreed procedures. 

1.9.3 Manage the evaluation of proposals and tenders, and facilitate their awards. 

1.9.4 Appoint consultants and contractors on behalf of the Client subject to prior authorization by the Client. 
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