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GUIDELINES  FOR  THE  PREPARATION  OF  A  PROJECT  EXECUTION  PLAN  REQUIRED FOR  THE  APPOINTMENT  OF  A  CONSULTANT  FROM  A  ROSTER
15 October 1999 

(NOTE :
These guidelines are issued in accordance with clause 8.1 of the policy document entitled “The Appointment of Consultants from a Roster” issued by the Department of Public Works).
1.
GENERAL

The Project Execution Plan (PEP) must be responsive to and meet the requirements of the Brief furnished by the Department of Public Works (DPW) for the Services to be performed by the Consultant.

Should the Consultant consider that an amendment, or variation, to a requirement of the Brief would be beneficial to the Project, he should indicate this in the PEP, but the PEP should, nevertheless, reflect the requirements of the Brief.

The PEP will form the basis for monitoring the performance of the Consultant.  Accordingly, the PEP should be realistic and credible in all respects, since failure by the Consultant to conform to, or meet, a commitment contained in the PEP will be condoned only if there is a valid reason which  could not reasonably have been foreseen by the Consultant.

A separate PEP should not be prepared for each member of a Structured Joint Venture.  Instead, a single PEP should be submitted to cover the Structured Joint Venture, giving separate details in respect of individual members only where appropriate.

2.
PERSONNEL RESOURCES
2.1
Organogram
The PEP must include an organisational chart, or organogram, indicating the levels of authority and areas of responsibility of all professional and technical staff that would be employed on the Project.  In particular, the project leader, who would be responsible for, inter alia, liaison with the DPW, should be shown.

The project leader and, desirably, all other professionals on the organogram should be named.  Technical staff should, as far as possible, be named.

A separate organogram should be provided for each member of a Structured Joint Venture with a common project leader indicated for all.

2.2
Personnel Data

The following information, preferably in a spreadsheet format, should be furnished in respect of persons named on an organogram:-


Project leader


-
a full curriculum vitae






-
details of his position in his firm






-
the percentage of total working time that would be devoted to the Project


Professional staff member
-
details of qualifications and relevant experience






-
the percentage of total working time that could, if necessary, be devoted to the Project


Technical staff member

-
details of qualifications and relevant experience

The following information should be furnished in respect of posts on an organogram for which specific persons are not named:-


-
qualifications and relevant experience required


-
estimated period required for appointment of suitable person

3.
RESOURCES OTHER THAN PERSONNEL


Where warranted, or appropriate, details should be given of resources other than personnel, which are available and would facilitate, expedite, or enhance, the standard of the service and of work on the Project.  Examples are specialised computing hardware and software, laboratory facilities and well-located  conference facilities.

4.
JOINT VENTURES
If the Consultant is a Structured Joint Venture, Joint Venture Participation Goal Implementation Plans and Joint Venture Disclosure Forms (see Annexes B and C of the TP3, (APP3) Specification) must be provided.

Details of the breakdown of work and responsibilities between the Firms comprising a Structured Joint Venture must be given.

The Firms must mutually agree on the following :

 the representative firm for co-ordination, liaison and correspondence with the Department.

 the leader.

5.
QUALITY CONTROL
Describe briefly any procedures, or measures, which are in place in the Consultant’s organisation and which would promote, or ensure, a high quality of services and work on the Project.

6.
SUBCONSULTING / SUBCONTRACTING
State which portions, or aspects, of the Services to be performed by the Consultant would be subcontracted / subconsulted out and indicate the following for each such portion, or aspect:-


-
the reason for the work being subcontracted / subconsulted


-
the estimated fee value of the work to be subcontracted / subconsulted


-
the name of the person, or firm, to which the work would be subcontracted and whether such person, or firm, enjoys APSP or ABE status.


(This item is of course only permitable in exceptional cases and then only after prior approval from the Department)

7.
PROGRAMME
A preliminary programme, where relevant, based on the information available at the time, for the performance by the Consultant of individual portions and stages of the Services, preferably in the form of a critical path schedule, should be furnished.  Separate programmes should not be furnished for work to be undertaken by individual members of a Structured Joint Venture and a single, integrated programme, covering all work, should, instead, be supplied.

8.
FEES, DISBURSEMENTS AND CASH FLOW
8.1
All assignments
Provide an estimated cash flow schedule, based on the information available, for the payment of fees and disbursements by the DPW.

8.2
Assignments on which fees are determined by hourly rates
In addition to the information required in terms of 8.1 above, indicate, separately, ceiling amounts for the total costs of fees and disbursements on the assignment.   Payments of fees and disbursements in excess of the ceiling amounts will be made only if this can be justified by the consultant as being due to circumstances, or information, of which he could not reasonably have been aware at the time of preparing the ceiling prices.

On Specialist Assignments the relative amounts of ceiling prices will be taken into account in the award of the assignment and weighted at one-half of the relative expertise of the Consultants, as assessed by the DPW.
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