Schedule 1

National Museums Liverpool (NML) is seeking the appointment of a Contract Administrator incorporating Building Surveyor and Quantity Surveying services to support the delivery of a major exhibition of Chinese antiquities to be held at the World Museum, William Brown Street Liverpool, from February to October 2018
World Museum is one of our busiest venues, attracting a large family audience of c. 600-700K in a typical operating year (685K in 2016/17). This exhibition is expected to attract in excess of 450K paying visitors to the venue.

The Exhibition 

The exhibition will be one of the major cultural events in the UK in 2018 and will run from early February 2018 to end of October 2018. It will comprise a loan of internationally important artefacts, including Class A relics, from Shaanxi Province, China. The exhibition is being curated, designed and produced by National Museums Liverpool’s in–house teams with assistance from a guest curator. The loans are being coordinated and managed by Shaanxi Cultural Heritage Promotion Center who will coordinate and manage the loans from c.10 lending institutions in Shaanxi Province and will project manage the logistics of assembling the artefacts in preparation for transportation within China to the port of exit.  They will also oversee the installation team for the artefacts upon their arrival at World Museum, Liverpool. 

The exhibition will comprise of traditional exhibition displays of artefacts - both cased and on open display (subject to approval) alongside multimedia immersive interpretation and AV (external contractors).

The exhibition will occupy most of the second floor of the World Museum which will also house a suite of exhibition-related visitor facilities including ticket verification, a shop and a Welcome Centre. Logistics and visitor flows within the venue both during exhibition build and installation are key; as is access to the rest of the 5 floors of the museum which will remain open to our usual visitors. Minimal disruption to the rest of the museum, while coping with increased foot fall is critical.  

The exhibition was announced publicly in December 2017 by the Secretary of State for Culture Media and Sport.

The object list has been confirmed and exhibition detailed design is being finalised.

The export licence will be signed in September/October 2017. It is only at that stage that tickets can be sold and the final list of objects and images can be released to the public.

The exhibition spaces comprise:

· A ticket booth outside of the building

· A Welcome Centre, ticketing hall, cloakroom and visitor facilities c. (temporary exhibition space and old entrance hall)

· Vertical circulation routes – goods lift and passenger lifts and access ways

· Schools lunch and family picnic area (5th floor)

· External lighting upgrade

· Introductory AV c. (William Brown Room)

· The exhibition c. (Lower Horse Shoe gallery)

· Exit AV and Exhibition Shop (part Bug House)

· Exit route (part Natural History Centre and footbridge) 

Various project teams are already established and working on the final designs to help deliver the above.
The Role of the Consultant is to assist with and coordinate the tendering process for the remaining works packages (as detailed in appendix J, Tender Procurement Schedule), to assist with appointments and to manage the physical works on site for both the infrastructure works phase (partly underway on site and due to complete at the of end December 2017) and exhibition build (October 2017 to January 2018) ensuring a dust-free conditioned gallery before artefacts arrive in end of January 2018. The appointment will continue through until the installation of the artefacts is complete, although time required on site is expected to be minimal after the end of January.

Working with NML’s Project Managers, you will provide Building Surveying (incorporating M&E services), Quantity Surveying Services (in accordance with the scope of services) in the production of technical information, drawings, specifications, tenders, H&S information for the enabling works and thereafter working also with NML Designers, for the coordination and interface of the base build construction works required to facilitate the fit-out of the refurbished gallery space.
The work will include (but is not restricted to) the removal of ceilings, lighting and high level services, minor structural alterations, the installation of ventilation, building and exhibition lighting, power  / comms distribution, alterations to fire and security detection / CCTV,  finishes to walls, floors and ceilings, the installation of set works and display cases.

A fixed all-inclusive fee (including all disbursements and expenses) for the provision of Contract Administrator including Building/Quantity Surveying should be provided within the proposal.

The award of the contract will be made on the basis of a balance between quality and cost in consideration of the most economically advantageous tender.  A copy of the award criteria is enclosed with the Tender Document.  Tenderers will be invited to interview (date confirmed in Tender Document) at which time you will be requested to provide a brief overview of the project in consideration of the qualitative issues identified which should include (but not be restricted to)

· The provision of resources

· Programme timescales and key risks
· The effect of the works within the building and how disturbance may be minimized
Associated works include:

(the list is not exhaustive)

· Exhibition design (detailed design underway) – coordination with base services

· AV / multimedia production (underway) – coordination with base services

· Enabling works and preparation of spaces (commenced) – procurement coordination and management

· HVAC to gallery and welcome centre – procurement, coordination and management

· Procurement strategy (underway) - monitoring

· Exhibition works ( including graphics, cases set works, decoration, lighting etc) procurement ,coordination and management

· Transport and handling from China within UK and return – no PM role required

· Installation – no PM role required

· Ticketing system procurement (underway), testing to operational – no PM role required

· Education programme (in development) – no PM role required

· Merchandising – no PM role required

· Publication (curator appointed) – no PM role required

· Marketing plan – (in progress) no PM role required

· Pricing and concessions strategy (complete) no PM role required

· Commercial packages including group travel (in progress) no PM role required

· Security system enhancements –procurement coordination with services and set works and management

· Fundraising (in progress) – no PM role required

· Budgeting and Business Plan (in process) – QS monitoring of exhibition and infrastructure works

· Visitor and Building Operations planning (commenced) –no PM role required

· Staff recruitment – no PM role required 

· Staff training – no PM role required

· Decant and preparation of space back to commercial use in time for Christmas events business 2018 – no PM role required

Working groups of experienced staff with operational responsibility for the above are running their areas of the project.

The role of the PM is to manage and coordinate the tendering process for the remaining works packages, to assist with appointments and to manage physical works on site for both the infrastructure works phase (to end October 2017) and exhibition build (October to December 2017) ensuring a dust-free conditioned gallery before artefacts arrive in January 2018.

Key dates:

· Export Licence granted


September/October 2017
· Tickets go on sale


September/October 2017
· Exhibition works complete

12 January 2018
· NML Conservators to China

3 Jan 2018
· Transport China to UK


14-21 Jan 2018
· Installation of artefacts


22 Jan – 4 Feb 2018
· Launch events



w/c 5 Feb 2018
· Closing date



29 October 2018
· Decant
 and making good

30 October  - 26 Nov 2018
Schedule 1

Part 1

Contract Administrator Services
CORE SERVICES

1.0
Generally
1.1
Attend Client, Design, Project, Site and other meetings as provided under this Appointment.

1.2
Comply with the specific requirements of NML’s Change Control Procedure. (Attached – Appendix F).
1.3
Agree Project reporting and recording procedures with the Client, Professional Team and the Contractor. Implement agreed procedures.

1.4
Monitor the performance of the Project Team and the Contractor. Report to the Client.

1.5
Prepare regular/ monthly design, quality, cost and programme reports. Advice the Client of any decisions required and obtain authorisation.

1.6 
The Consultant shall manage, co-ordinate and control all aspects of the services from the time of appointment to exhibition opening

1.7
The Consultant will be single point of contact for all works on site during both the infrastructure works and the exhibition works.

1.8 
The Consultant will advise and support the work of the Senior Project Coordinators on both the infrastructure works delivery and the exhibition works delivery and represents the Client and liaises with the internal NML teams and the contractor teams organizing and attending meetings and working groups as required.

1.9
It is the responsibility of the Consultant to keep the Client informed at the earliest practical time on all matters in connection with the Project at all times.

1.10
It is the responsibility of the Consultant to ensure that all matters pertinent to the scope of works contained in this commission are fully documented.

1.11
The Consultant is to consult the Client regarding management and distribution of information related to the Project and to set up where appropriate suitable systems for delivery. 

2.  Project review
The project is progressing well and is on target to meet the required opening date of w/c 5 February. On appointment the Consultant should immediately become familiar with and review the following documentation. It is not required that these documents need to be significantly altered or reissued at this stage.

2.1 
The most pressing duties of the Consultant on appointment are likely to be:- 

2.1.1
Receive information from the Client and immediately undertake a review of the project to familiarise themselves with the project and also to agree the current status which is nearing design completion and is mid procurement for major packages. Works have not yet commenced on site.
2.1.2
Ensure that the Client understands how the brief, programme and specification translate into a project which is deliverable to the key programme dates and opening in w/c 5 February 2018

A
PROGRAMME

A masterplan and master programme is already in place (attached, see appendix K). The Consultant needs to interrogate this in detail to:
4.1 Ensure that all activities of the working groups are coordinated to achieve a project opening currently scheduled for week commencing 5 February 2018

4.1 Interrogate the sub programmes for each area of activity and ensure that timeframes for each activity are identified in detail, are realistic, are deliverable within the critical path

4.1 Agree the critical path and key milestone dates

4.1 Manage and monitor the programme throughout the project and advise NML management and staff working groups of any variances and mitigate their impact.

B
PROJECT EXECUTION PLAN


A project execution plan is in place as produced by NML (attached, see appendix I.). The Consultant needs to ensure that the protocols therein are adhered to and advise of any necessary changes to the PEP as required as the project progresses including: 

1. Project structure and decision making authority 

2. Ensure that good governance is maintained including reporting to trustees

3. Ensure that NML internal financial guidance and procurement procedures are followed 

4. Ensure that decision making is timely and with the appropriate level of delegation

5. Ensure that the budget is clearly seen and is managed effectively

6. Ensure that the remit and membership of each working group is understood 

7. Ensure that there is a clear reporting mechanism, file structures and processes for organising, sharing and storing project information

8. Ensure that Change Control procedures are fully understood and followed by all staff and contractors and provide a process for this

9. Ensure that the document remains ‘live’, is regularly updated as necessary and is formally issued to the Project Team and contractors

C   PROCUREMENT

A procurement strategy is in place. The Consultant role is to ensure that:
1. All procurement is in line with NML’s Financial Guidance Notes, Managing Public Money, EU Regulations, UK Government regulations

2. Ensure that processes are in place to ensure that appointments are made in a timely manner and in line with the master programme and critical path.

3. Ensure close coordination with NML’s Head of Procurement

4. Recommend to the Employer appropriate forms of contract are utilized for each consultant, service provider or contractor in consultation with DWF NML’s retained lawyers

5. Ensure that governance requirements are met and that a full audit trail is maintained

D
MANAGING RISK

A project risk register is in place. This is attached, see appendix L. 
The Consultant is required to:

1. Ensure that risks are managed and owned by the project working groups as appropriate

2. Monitor formally on at least a monthly basis and record project risks and advise the Employer on their impact within the context of the overall project

3. Suggest and implement mitigation strategies for project risks

4. Maintain the register as a live document as a clear and easily monitor-able tool for assessing risks and their impacts within all areas of the project

5. Provide the Project Steering Group with a clear oversight of project risks

6. Ensure good governance of the project

7. Enable clear reporting to the NML’s directors, trustees and auditors

3.  Strategic Definition / Preparation and Brief
3.1
Liaise with the client and the Project Team to determine the Client’s initial requirements and to develop the Client’s Brief. Establish, review, approval, change control and reporting procedures. Prepare recommendations for the Client’s approval.

3.2
Liaise with the Project Team and advice the Client on structural, building, measured and other surveys and site investigations including condition reports, etc.

3.3
Prepare measured surveys/ condition surveys and/or other reports as maybe required within the Site or any existing locations within the Site. Produce dimensioned drawings, schedule of condition and other record documents.

3.4
Visit the Site and carry out initial inspections. Advise the Client on areas of concern.

3.5
Advise the Client on demolition, strip-out, site investigation and enabling works contracts required before or as part of the Building Contract.

3.6
Advise the Client on specialist services, including consultants, contractors, sub-contractors and suppliers required in connection with the Project.

3.7
Liaise with the Project Team and advise the Client of its obligations under the CDM Regulations 2015.

3.8
Comply with the CDM Regulations 2015 insofar as they relate to this Appointment.

3.9
Advise the Client on the selection, the terms of appointment and fee structures for the Project Team. Conduct negotiations with, and prepare and complete the forms of appointment for, the Project Team.

3.10
Advise the Client on the Project Team’s professional indemnity insurance cover and confirm cover remains in place for the duration of the works.

3.11
Advise the Client on the need for staff resident at the Site.

3.12
Liaise with the Project Team and advise the Client on statutory or other approvals required and fees due in respect of the Project. Recommend payments to the Client.

3.13
Advise on the cost of the Project. Advise on the cost of alternative design and construction options.

3.14
Support the Project Mangers in the maintenance and management of the Master Programme for the duration of the Project.

4. Tendering and Appointment of Contractors and Services
4.1.  Advise and assist the Client in the selection of contractors and services for the various tender packages that are remaining to be let in respect of the Project. These are detailed in the attached Tender procurement schedule – appendix J.
4.2. Liaise closely with NML’s Head of Procurement and ensure that all procedures and processes are in line with NML’s Financial Guidance, Managing Public Money, EU and other Public Sector guidelines as appropriate.

4.3. Ensure a clear audit trail and good governance of appointment processes

4.4
Advise the Employer on scope and terms of appointments and fee structures. 

4.5
Prepare, or obtain documents (drawings/specification etc) from the Client/Project Team necessary to obtain submissions and tenders from suitable consultants and designers or for negotiation with those practices and disciplines. 

4.6
Assist the Client with the assessment of submissions received and organise and attend interviews. 

4.7
Attend pre-and post tender interviews.

4.8
Liaise with the Project Team and advise on errors, omissions, exclusions, qualifications and inconsistencies between the tender documents and the tenders received. Prepare recommendations for the Client’s approval.

4.9
Advise on the tenderers’ design and construction programmes and method statements. 

4.10
Check the adequacy of consultant/contractor resources against their establishment and the programme for delivery. 

4.11
Liaise with the Project Team and prepare, or obtain from the Project Team, cost and design studies to assess alternative Contractor’s proposals. Prepare recommendations for the Client’s approval.

4.12
Liaise with the Project Team and prepare a tender report. Prepare recommendations for the Client’s approval.

4.13
Conduct negotiations with tenderers. Prepare documentation to confirm adjustments to the tender sums. Prepare recommendations for the Client’s approval.
4.14
Check professional indemnity insurances of contractors/ service providers. 
4.14
Advise the Client on the consultants’ contractors’ professional indemnity 
4.15
Advise the Client on the need for staff resident at the Site.
4.16
Assemble the documentation for appointments, ensure liaison with DWF our retained lawyers; undertake due diligence and liaise with the Client and- prepare contract documents for signature.

5.  Project Execution Plan (PEP)
5.1 
Following a review of the existing PEP, to update the control plan on a regular basis during the progress of the Project and distribute formally to staff groups and contractors
5.2 
Establish a clear meeting structure and schedule for the duration of the project ensuring that meetings are timely properly.

5.3
Ensure that clear reporting structures, roles and responsibilities, lines of communications and decision making processes are maintained and understood by all parties including contractors. 

5.4
Ensure that milestones and deadlines are understood and met by all parties. Obtain Employer approval in advance to any proposed variations to milestone dates. 

5.5
Review and communicate the remit of each working group and ensure that authorities and delegations are understood.

5.6
Produce and implement a formal process for approvals of exhibition designs, marketing collateral and merchandising and ensure that turn around times are realistic and understood – factoring in any approvals that need to be sought from China in line with the Loan Agreement.

6. Technical Design
6.1
Liaise with the Project Team and establish a structure and procedure for design and quality management. Establish review, approval, change control and reporting procedures. Prepare recommendations for the Client’s approval.

6.2
Establish the roles and responsibilities of the Client, the Project team, the Contractor and specialist/design sub-contractors.

6.3
Confirm the scope of the Building Contract to the Client and advise on additional works required by third parties.

6.4
Liaise with the Project Team and identify any long delivery building components and systems. Prepare recommendations for the Client’s approval.

6.5
Liaise with the Project Team and identify any specialist/ proprietary building components and systems. Prepare recommendations for the Client’s approval.

6.6
Liaise with the Project team to ensure risks are manged and owned by the Project Working Groups as required. Advise and report on the impact of risks on the overall delivery of the project and contribute to remedies to reduce the risks.

6.7
Prepare and submit planning, building regulations or other statutory applications. Conduct negotiations on behalf of the Client. Prepare recommendations for the Client’s approval.

6.8
Liaise with the Client and Project Team and advise on methods of progressing design and/ or constructions works prior to the execution of the Building Contract.

6.9
Obtain confirmation that required insurances are in place prior to the commencement of works on the Site.

6.10
Prepare, or obtain from the Client and Project Team, contract drawings and specification..
6.11
Ensure that design proposals, drawings and specifications are submitted to the Client and approvals are obtained, all in a timely fashion. 

6.12
Review / establish procedures for checking compliance with designs and specifications and for monitoring standards and quality of work and materials. 

6.13
Put systems in place to ensure that value engineering principles in all design work and implementation stages are followed by the consultant team

6.14
Establish clear channels of communication between Project Team/Contractor and Client.

6.15
In conjunction with the Project Team advise on the need for quality assurance schemes, defects insurance and product guarantees. 

6.16
Monitor the progress and development of the designs against the respective design briefs. Identify material variations as soon as they are apparent and report to the Employer. 

7.  Work Phase
7.1
Prepare, or obtain from the Client/ Project Team/ Contractor/sub-contractor(s)/ suppliers production information required to execute the Project.

7.2
Agree approvals required from the Project Team under the Building Contract. Administer the Building Contract.
7.3
Convene and chair regular/ monthly site meetings with the Client, the Project Team, the Contractor (s) and, where appropriate sub-contractor(s) or supplier(s).
7.4
Liaise with the Client and Project Team and conduct negotiations with the Contractor (s). Prepare documentation to confirm the agreements reached.

7.5
Assist the Client in the identification, planning, and procurement of any enabling works and infrastructure works to be carried out by contractors in accordance with delivery programmes.

7.6
Advise the Employer regarding the impact of the Project in relation to the effect on the building, operations, facilities and functions in liaison as necessary with the Employer's staff and other advisors.

7.7
Visit the Site at least every 2 days and assess the progress of the project, the quality of the works for interim payment purposes. Liaise with the Project Team and prepare recommendations for interim payments to the Contractor. Advise the Client on areas of concern

7.8
Advise, or obtain advice from the Project Team, on the cost and programme effect of change controls prior to the issue of instructions under the Works Contract.

7.9
Agree the cost of instructions, excluding loss and expense claims, issued under the Works and Contracts.

7.10
Obtain authorisation from the Client for additional costs where Consultant’s limit of authority is exceeded.

7.11 
Ensure compliance with requirements under the CDM Regulations. Liaise with the Project Team and advise the Client of its obligations under the CDM Regulations 2015.

7.11.1
Comply with the CDM Regulations 2015 insofar as they relate to this Appointment.
7.11.2
Ensure compliance with the policies, standards and codes of practice laid down by NML, Cabinet Office and such other relevant best practice procedures 
7.12
Liaise with the client, and the Project Team to determine the Client’s initial requirements and to develop the Client’s Brief for the remaining packages 

7.13
Liaise with the Project Team and advise the Client on structural, building, measured and other surveys and site investigations including condition reports.

7.14
Liaise with the Project team and manage the strip-out, site investigation and enabling works contracts required before or as part of the Fit Out contracts.
7.15
Advise the Client on demolition, strip-out, and works contracts required before or as part of the Exhibition Fit Out contracts.

7.16
Advise the Client on specialist services, including consultants, contractors, sub-contractors and suppliers required in connection with the Project.

7.17
Advise the Client on the selection, the terms of appointment and fee structures for contractors and consultants. Liaising closely with DWF our retained lawyers, conduct negotiations with, and prepare and complete the forms of appointment for Trustees’ signature.

7.18
Liaise with the Project Team and advise the Client on statutory or other approvals required and fees due in respect of the Project. Recommend payments to the Client.
7.19
Advise on the cost of the Project. Advise on the cost of alternative design and construction options.
7.20

Advise on the Programme for the design and construction of the Project.

7.21
Provide advice and recommendations on the technical feasibility of the works required, their approximate costs, their design and construction programme and any statutory or other approvals required

7.22
Liaise with the Client and Project Team and conduct negotiations with the Contractor. Prepare documentation to confirm the agreements reached.
8.  Commissioning and Maintenance

8.1
Review procedures with the appropriate members of the Project Team and Contractors as appropriate and co-ordinate the commissioning and timetabling of the building services installations. Agree the commissioning strategy with the Client.
8.2
Obtain in a timely manner all guarantees, test certificates, operating manuals, maintenance documentation, records, diagrams, drawings and the like and pass to the Client. 

8.3
Arrange all handover procedures; advise the Client with regard to insurance matters; advise the Client with regard to maintenance contracts and procedures. 

8.4
Advise and assist the Client on the preparation of an asset register. Organise any technical input that may be required.

8.5
Assist the Client with the formal Project opening and provision of publicity material. 

9.  Handover and Close Out

9.1
Obtain and verify all test certificates and statutory and non-statutory approvals required from the Project Team and the Contractor (s). Prepare recommendations for the Client’s approval.

9.2
Liaise with the Client, the Project Team and the Contractor and prepare and maintain a handover plan, or similar management tool, identifying the roles and responsibilities of the Client, the Project Team, the Contractor (s). 
9.3
Liaise with the Client, the Project Team and the Contractor and prepare and maintain a defects administration plan, or similar management tool, to identify the roles and responsibilities of the Client, the Project Team, the Contractor (s). 
9.4
Facilitate agreement to the final account or similar financial statement from the parties to the Contracts. For the purposes of this clause the final account or similar financial statement excluded the assessment of loss and expense claims.

9.5
Advise on the recovery of liquidated and ascertained damages.

10.  Contract Management
10.1
Liaise with the Client’s legal advisers and advise on the use and/ or amendment of bespoke forms of contract or contribute to the drafting of particular client requirements.

10.2
Advise on the Contractor’s entitlement to extensions of time. Analyse and report on the Contractor’s application(s) for extensions of time. Prepare recommendations for the Client’s approval.

10.3
Advise on the cost, contractual and programme consequences arising from an acceleration instruction.

10.4
Advise on the Contractor’s entitlement to loss and expense. Analyse and report on the Contractor’s loss and expense claim(s). Prepare recommendations for the Client’s approval.

10.5
Advise the Client in respect any Loss and expense clauses that may be included in the contracts
10.6
Regularly review the administration of the contracts and the post contract procedures and take appropriate action as necessary. 

10.7
Monitor the provision of information to contractors with regard to sufficiency and timeliness.

10.8
Check that the appropriate members of the Project Team are providing adequate supervision in accordance with their terms of appointment and are undertaking regular site inspections.

10.9
Check that variations and instructions (Change Controls) are being correctly issued and circulated in line with the procedure contained within the PEP.

10.10
Advise the Client with regard to long delivery components.

10.11
In conjunction with the Project Team make recommendations to the Client in respect of specialist sub-contractors or suppliers and obtain approval. 

10.12
Advise the Client in respect of any works or items to be placed under direct orders or contracts and ensure that Financial Guidance is followed with respect to procuring these.

10.13
Review progress of contracts against programmes and advise the Employer. Assist in resolving problems. 

10.14
Check that the insurance requirements are satisfied

10.15
Check that the appropriate members of the Project Team fulfill their contractual obligations in dealing with extensions of time and issuing the appropriate notices. 

10.16
Check that the appropriate members of the Project Team discharge their contractual responsibilities in respect of completion, defects and remedial works. 

10.17
Advise the Client with regard to any defaults, failures or breaches of contract by contractors. 

10.18
Advise the Client with regard to statutory and other certificates required prior to occupations.

11.  Planning and Statutory Approvals

11.1
Ensure that consultation takes place with the local planning authority and all other interested parties throughout the duration of the Project. 

11.2
Co-ordinate and support negotiations with planning and statutory authorities. 

11.3
Ensure that planning requirements are implemented and fully incorporated into the designs. Ensure that all planning permissions and other approvals are applied for and obtained. 

11.4
Check that the appropriate members of the Project Team obtain clearances from Health & Safety and Fire Officers. 

11.5
Check that the appropriate members of the Project Team submit for and obtain approvals under the Building Regulations. 

11.6
Check that all reserved matters under planning approvals are satisfactorily resolved and cleared. 

11.7
Ensure compliance with the requirements of the CDM Regulations

12.  Legal Procedures

12.1
Obtain full understanding of all contracts and agreements with contractors and with all the members of the Project Team accordingly.
12.2
Liaise closely with DWF our retained lawyers to ensure due diligence.

12.3
Ensure that the Client has access to appropriate advice in matters related to insurance throughout the duration of the development.

12.4
Act as contract administrator for assigned contracts.

13.  Financial Management

13.1
Working closely with the Client and in accordance with the Financial Memoranda, review and maintain the system to control all the costs attributable to the Client associated with the Project. Define all cost categories. 

13.2
Co-ordinate the Project Team in the preparation of cost plans and present to the Employer for approval. 

13.3
Advise the Client at the earliest opportunity as and when any changes are required and recommend appropriate action and obtain authorisation. 

13.4
Establish / maintain with the Client the change control procedure to ensure that all actual and potential changes are recorded and appropriate authority is obtained before a change is implemented. Co-ordinate the process with the requirements of funding agencies as necessary. 

13.5
Advise the Client on cost studies of alternative designs and materials. Advise on energy budgeting. Arrange appropriate procedures for risk assessments and taxation provisions. 

13.6
Obtain Client authorisation to the costs of variations ensuring the members of the Professional Team adhere to the approved Change Control Procedure / Mechanism.

13.7
Produce and review monthly cost plan and report to the Client. Provide a copy of the cost report to the Client. Ensure that the cost reports accurately record all expenditure to date and forecast costs to completion including all known and anticipated changes and a statement of contingency planning, expenditure and status. 

13.8 
Arrange for the preparation and maintenance of cashflow forecasts for overall expenditure. Monitor all payments made against predictions. 

13.9
Monitor processing by the appropriate members of the Project Team of payment applications from the contractors.

13.10
Check and process all payments properly due to the contractors, consultants including other members of the Project Team, Statutory Bodies, Local Authority and any other fees or charges associated with the development.

13.11
Monitor progress of final accounts to settlement.

13.12
Arrange for the Client to obtain advice regarding taxation implications.

13.13
Advise the Client in respect of any claims or potential claims for additional fees and the like from the Project Team. 

13.14
Advise and assist the Client in dealing with any insurance claims that may arise. Negotiate any consequent effect on Project Team agreements. 

13.15
Advise the Client with regard to any deductions that can be properly made from payments due. 
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