PRM031/1

DEPARTMENT OF PUBLIC WORKS

HANDING OVER OF SITE MEETING MINUTES  (
1.
PROJECT:






2.
PROJECT MANAGER:






3.
PRINCIPAL AGENT:






4.
CONTRACTOR:






5.
SITE MEETING NUMBER:
1:
6.
DPW TENDER NO:








7.
DATE OF MEETING:

8.
WCS NUMBER:






9.
REFERENCE NUMBER:






10.
CONTRACT INFORMATION:






10.1
Contract Amount:


10.2
Priced Bill of Quantities received:


10.3
Guarantee received:

10.4
Guarantee approved:


10.5
Contract Commencement Date:

10.6
Contract period:


10.7
Completion Date:






11.
ATTENDANCE REGISTER







NAME
FIRM
DISCIPLINE
TEL NO.
FAX NO.
POSTAL ADDRESS





12.
CLERK OF WORKS



If a Clerk of Works is required a proper motivation must be submitted by the Principal Agent to the Project Manager for perusal (List of duties Refer Architect’s Manual E.7.4).




13.
CONTRACTOR


Contractor must make the name(s) available of his representative(s) for all contractual matters relating to the site as well as the name of his foreman and a responsible person in accordance with the Occupational Health and Safety Act.




14.
PROPERTY OWNER(S), GENERAL PUBLIC, LOCAL COMMUNITY, LOCAL AUTHORITIES, MOVEMENT INTO AND ON SITE




14.1
Role of / and relationship between local community (Project Steering Committee) and the contracting parties.




14.2
Nobody will be allowed on site without the necessary approval/permission given by the Contractor and or the Client/Owner (Security areas, National Defence Force installations or any other required security arrangement).

NOTE:
(
This pro-forma serves only as an example and the site meeting minutes of each project 

should be project dedicated (Architects Manual, Item E10)

(
The site handover cannot take place without para.10.2, 10.3 & 10.4 having been complied with in all respects
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14.3
At SANDF installations the following must be taken in consideration:




14.3.1
Access permits must be arranged.




14.3.2
All permits for deliveries must be arranged two days in advance of delivery and to reflect at least the vehicle drivers particulars and the vehicle registration number and access approval for everyone on and in the vehicle.




14.3.3
All workers must be accompanied by driver/overseer. No loafing or idling of individuals in or around the gate of the site will be permitted.




14.3.4
Any deviation from formal designated areas and access roads will not be permitted. Any employee of the Contractor roaming about outside the designated area will be prohibited from coming onto the base.




14.3.5
The Contractor must at all times endeavour to prevent complaints from the SANDF due to his own or his employees action(s) out of context of the contract.




14.3.6
The Contractor must immediately report in writing about any incident, occurrence or accident that may have contractual implications.




14.3.7
The Contractor must take care that due to the building operations the site and surrounding areas will be kept neat and tidy.




14.3.8
The establishing of borrow pits in security areas will not be permitted.




15.
SUB-CONTRACTORS: CLAUSES 14 AND 16 OF PW677


The names of all Sub-contractors to be employed by the Contractor during the contract period must be submitted to the Principal Agent for approval. Suppliers are not recognised as sub-contractors except where stipulated.




16.
THE PRINCIPAL AGENT


The Principal Agent and / or his delegated representative(s) (consultants) where required will be in charge of the administration of the Contract for Supervision, quality control, financial control and norms and this includes all nominated or direct contracts.




17.
SITE AND / OR PROGRESS MEETINGS




17.1
All representatives at the meeting(s) must be delegated to take binding decisions, although it may be sometimes necessary to refer some decisions to higher authority.




17.2
Any decision taken at the meeting must be formalised in writing through an instruction in the site book, a letter of instruction and / or an approved Variation Order if required.




17.3
Any claim or intention to claim must be brought to the attention of the meeting/principal agent in writing and within 21 days of the cause of the delay or where contractually required any specific shorter period (clause 25(1) of PW677). Not complying with this instruction/procedure will be regarded as relinquishment of the claim.




17.4
All important matters must be brought to the attention of the meeting timeously and supported by a written notification.




17.5
The contractor may submit new tariffs for additional work in writing to the meeting only if the contract is exceeded by 20% (clause 18 of PW677).
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17.6
Any matters of a routine nature must be settled by the principal agent and the contractor’s representative before the meeting and only noted at the meeting if no agreement can be reached.




17.7
Special attention must be given at the meeting to the following:




17.7.1
Progress

17.7.2
Variation Orders

17.7.3
Delays and disruptions

17.7.4
Quality




17.8
Any item being discussed will be allocated a unique reference number which will be published in the subsequent minutes until the problem has been solved.




17.9
The minutes must have an action column in the right hand margin indicating which party/person needs to take the required action.




17.10
All consultants to report on progress at the meeting.




18.
CONTRACT DOCUMENTS AND DRAWINGS


Drawings and documents used for the contract must be properly filed for reference purposes and kept in a good condition on site until completion the project. Drawings replaced must be submitted to the principal agent to be destroyed, which must also be done with all drawings on completion of the project.




19.
DRAWINGS AND DOCUMENTS HANDED OVER TO THE CONTRACTOR




19.1
1 x PW371 Standard Specification

19.2
1 x PW320 Site instruction book pages numbered ………. to…………..

19.3
1 x Visitors book

19.4
2 x sets of drainage details

19.5
2 x sets of Hardware sample list PW377

19.6
2 x copies of name board drawing, 1 x copy for contractor and 1 x copy for principal agent to prepare

19.7
3 x sets of architectural drawings

19.8
3 x sets of structural engineering drawings

19.9
3 x sets of civil engineering drawings

19.10
3 x sets of electrical engineering drawings

19.11
3 x sets of mechanical engineering drawings

19.12
Bills of quantities and specifications, 1 x priced copy plus 1 x blank copy, supplied by Quantity Surveyor




20.
CONTRADICTIONS IN THE DOCUMENTATION


Anything unclear or contradictory in the documents must be timeously brought to the attention of those involved and this also includes the non-availability of specified material.




21.
ESTABLISHING THE SITE




21.1
Camp site


Where the building site is within a SANDF base or within the confines of any other state owned site and also not near an existing town or city a camp site and the access to the site to be used by the contractor and his staff will be pointed out to the contractor. The camp site must be kept neat and tidy at all times.





All building rubble must be removed from the Base on a regular basis. Trees cannot be removed without approval by the principal agent or the representative of the client department.

PRM031/4

21.2
Housing and Accommodation


The provision of housing or any accommodation or the contractor and / or his staff does not form part of this contract.




21.3
Electricity and Water


In most instances water and electricity is available, but if problems should arise the contractor must supply water and electricity. Under no circumstances will it be allowed to draw  water from a fire hydrant.





To be connected to available services, the necessary arrangements must be made with the local supplier.




21.4
Effluent and Garbage Disposal


Where a camp site for staff living quarters has been established it must be kept hygienic with ablutions coupled to existing systems.




21.5
Working Hours


The contractor must keep it in mind that especially at military installations no work is done on Sundays and statutory holidays. Working hours must be cleared with the client representative.




22.
MEASURING AND PAYMENTS




22.1
The Contractor shall be entitled to receive a monthly progress payment which shall be based on a progress payment certificate issued by the Agent/Representative (Clause 23 of PW677).




22.2
All fees for supervision by consultants must be based on payment certificates with copies attached to the account.




22.3
The cost control of the contract is most important and the measuring of quantities at completion of work must be timeously finalized. No work must be covered until measured by the Consultant Quantity Surveyor who has been given timeous notice of work completed.




22.4
The contractor must submit acceptable proof of ownership of material delivered on site before any payment advance may be given, including proof that VAT has been paid.




23.
SITE INSTRUCTIONS AND VARIATION ORDERS




23.1
The site instruction book may not be removed from the site until first delivery has been taken.




23.2
Only the Principal Agent may remove pages from the site instruction book, but the original copy may not be removed at all.




23.3
Site instructions must be listed in the minutes of the next meeting following the site instruction date.




23.4
Site instructions being formal and binding will only be issued by the Principal Agent or his delegated representative (other consultants).




23.5
Site instructions will be issued for the rectification of defective work with copies to the Contractor, Project Manager and all consultants.




23.6
On any instruction or additional work or adjustments which may have cost implications a variation order shall be issued, but only after permission has been obtained from the Principal Agent.
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23.7
The preparation of  variation orders is fully described in the manuals and must be strictly adhered to and the following must also be taken in consideration:




23.7.1
Be sure that the extra work required is really necessary.




23.7.2
The Principal Agent in issuing variation orders must be careful not to exceed the prescribed financial limits.




23.7.3
When issuing variation order the availability of funds required must first be established. If this is not adhered to the principal agent will be held liable for unauthorised expenditure by the Department of Public Works.




23.7.4
When issuing variation orders care must be taken not to exceed cost and area limits.




23.7.5
The Principal Agent will prepare, approve and issue variation orders with the required input from the other consultants.




23.7.6
The proposed variation order shall be listed in the site meeting minutes.




23.7.7
All variation orders shall be listed in the financial report.




23.7.8
Where no bill of quantities is available the Quantity Surveyor and the contractor must submit a cost estimate to the Principal Agent for approval.




23.7.9
Variation orders may not be used to rectify bad/incorrect design.




23.7.10
Copies of variation orders will be issued by the Principal Agent to:


· The Quantity Surveyor (with figures)


· The Contractor (without figures)


· The Project Manager (with figures)




23.7.11
Consultant(s) to prepare variation order drawing with copy to Quantity Surveyor and when variation is approved, three (3) copies to Contractor.




23.7.12
The client/user cannot instruct consultant/contractor directly and any variation order required by the client must be submitted to the Project Manager firstly to be measured against cost and area norms and budget and if acceptable the Project Manager will instruct the Principal Agent to issue the variation orders.




23.7.13
If a variation order is issued late and may cause an extension of the contract period or extended period, it will not be approved.




24.
FUNDS




24.1
The norms requirements for the project must be respected and shall not be unnecessarily and arbitrarily altered.




24.2
If area norms are reduced fund (cost) norms will also be reduced.




24.3
The first reserve (5%) and second reserve (5%) are planning tools to be utilised by the project manager/principal agent whenever the approved prescribed cost norms are for previously unknown reasons exceeded. The application thereof can only be allowed after additional funds for the purpose has been authorised by the Department and not before the approval has been obtained.




24.4
Savings on a contract is not owned by the contract but may facilitate requests for additional funds.
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24.5
Funds on specialists contracts are not to be utilised for cross funding.




24.6
The pre-conditions (PRM039) when applying for additional funds in the following cases must  be strictly adhered to:





· Variation orders where scheduled tariffs are applicable to a maximum of 50% of Contract Amount

· Variation orders where non-scheduled tariffs are applicable to a maximum of 5% of Contract Amount

· Adjustments to Provisional  Items and work measured provisionally

· Adjustments to Provisional  Sums (excluding profit and attendance)

· Adjustments to Provisional  Profit and Attendance on Provisional Sums




25.
Extension of contract period




25.1
Claims or the intention to claim for extension of contract period must be submitted in writing within the required period (clause 20(4) - 21 days, clause 25(1) - 48 hours and 21 days) and no late claims will be entertained.




25.2
All submissions for claims for extension of contract period will be minuted in the site minutes progressively with an indication whether pending, approved or not approved.




25.3
Claims must be fully, and acceptably motivated by the contractor and adjudicated by the Principal Agent before submission to the Project Manager for final adjudication.




25.4
Where a claim is submitted due to bad weather the following must be considered:




25.4.1
The weather must have been exceptionally detrimental.

25.4.2
The weather influenced the overall progress.

24.4.3
Any/all rain must be measured on site (weather bureau records can be considered).

25.4.4
Delays must be real and proven and measured against the critical path of the contractors programme.




26.
FINANCIAL REPORTS




26.1
Financial reports will be prepared by the Quantity Surveyor and submitted to the Project Manager on a monthly basis or any other period through the Principal Agent.




26.2
The monthly reports must accurately reflect the financial standing of the project and must include detailed report on payments and anything else that may influence the budget of the contract. The contractor is to be timeously warned in writing of the implication of delays.




27.
SITE MEETINGS




27.1
Site meetings shall take place at least monthly and should be supported by a  technical meeting alternating fortnightly or any other regular arrangement if so requested.




27.2
Refer to the instruction in the Architect Manual on the requirement for a site meeting e.g. extra documentation, attendance, distribution, etc.




28.
BEACONS AND REFERENCE POINTS


Pegs and any other formal reference points which indicate the borders of the site must be formally pointed out to the contractor and acknowledged by the contractor by signing PRM032: Acknowledgement of Handing Over of Site.
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29.
INFORMATION, DRAWING and / or VARIATION ORDERS required by the principal agent or the contractor


This item appears in minutes of every site meeting and is utilised for general information, enquiries and referring to site instructions and Variation orders issued.




30.
DAMAGE TO EXISTING SERVICES




30.1
The Contractor and / or his staff will be held responsible for any damage to existing services.




30.2
Any damage to existing services must be reported to the Principal Agent immediately and must be noted in the site instruction book.




30.3
The arrangement to have the damage repaired must not be delayed at all.




31.
CONTRACTOR’S PROGRAMME




31.1
The programme must be submitted to the Principal Agent by the contractor within two weeks of handing over of site.




31.2
The programme must reflect where, when and what work will be done and what the proposed progress will be.




32.
PROGRESS




32.1
The progress report must indicate the compliance with the APP requirements as well as overall progress by utilising the payment certificate statistics.




32.2
Report must also include a detail progress report on all elements of the contract.




32.3
Progress report must indicate whether the contract is on time or running late. When running late the contractor must be informed in writing and requested to submit his plan of action to rectify the situation.




32.4
All consultants must also report to the Principal Agent about the progress of their disciplines.




33.
QUALITY




33.1
This item will remain on the agenda for the run of the contract allowing the minuting of remarks on workmanship.




33.2
Site instructions will be issued when unacceptable work is produced and if the work is not rectified within a reasonable period, a formal written instruction with return date will be issued.




34.
DISRUPTIONS


This item remains on the agenda for the run of the contract and as soon as any disruption occurs it must be reported to the Principal Agent.




35.
SCOPE OF THE CONTRACT


The consultants will described the scope of the contract and answer any questions specifically about the project and documents available.
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36.
GENERAL





The following items may also need to be addressed:





· Trees to be removed

· Night watchmen if required

· Telephone communication to the site

· The position for the erection of the notice board

· Position of site office, equipment and material, stores, etc.

· Contractor to submit proof of insurance in terms of the Occupational, Health and Safety Act (1993) Act 83 of 1993 and any other proof of insurance required.




37.
NEXT MEETING


The address, place, date, time of the regular meetings must be established for the foreseeable future.




38.
APPROVAL OF MINUTES







































PRINCIPAL AGENT

CONTRACTOR





















DATE

DATE

2001-08-23


