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DUTIES OF THE CLIENT AGENT

	
	Project Management

	1.1
.
	Receive an initial brief from the Client and assist in identifying possible options and expenditure limits.

	1.2
	Develop and submit to the Client for approval a Project procurement strategy and,
following approval by the Client, carry out the Services and obligations necessary to achieve the satisfactory completion of the Project. This must be at or below the approved cost limit which Services and obligations shall include, but shall not be limited to, the Services and obligations set out in this schedule.

	1.3
	Submit to the Client a projected cash flow based on the approved cost limit for the Project and the anticipated programme and update as necessary until completion of the works, keeping the Client informed at all times of any changes.

	1.4
	Make recommendations to the Client on the need to appoint M&E Consultant to the Project Team and on the scope of their Services. Subsequently be responsible in all matters leading to their appointment and prepare detailed briefs covering the scope of the Services for which they will be responsible. The Project Manager is to arrange particular meetings with the Consultant to stress the importance of collaborative working and a team ethos, with measurable improvements.


	1.5
	In co-operation with the other members of the Project Team prepare a detailed programme for the production of design information leading up to obtaining tenders for the Works and obtain the M&E Consultant commitment to that programme, in writing.

	1.6
	Discuss with the Client the general arrangements for obtaining tenders and implement the action approved. Providing full tender support. 

	1.7
	Agree a detailed programme for the Works with the Contractor which specifies completion by the agreed date.

	1.8
	Establish rigorous management procedures to monitor the production of design information produced by the members of the Project Team in order that any shortcomings are immediately highlighted and rectified and continue to implement the monitoring procedure until completion of the Project.  Where difficulties are encountered, which cannot be satisfactorily resolved, inform the Client of those
difficulties and make recommendations.

	1.9
	Confirm the final Design Brief with the Client which shall include a detailed programme for completion of the Project and an agreed cost limit.

	1.10
	Establish and chair regular meetings with the other members of the Project Team and others in order to monitor progress and to highlight any shortfall in design information and take any action necessary to correct any deficiencies.  Circulate minutes of the meetings to the Client and to the members of the Project Team. The minutes shall record the action taken to rectify any deficiencies and shall indicate who is to be responsible for taking that action.

	1.11
	Accompany tendering contractors or sub-contractors or the representative of the Client or occupying Department to the site of any works being undertaken in connection with this Appointment.

	1.12
	Ensure that all enquiries from contractors during the tendering period are answered satisfactorily and ensure that any clarification on the content of the documentation given to a tenderer is copied to other firms tendering.

	1.13
	Agree a date with the Contractor and the Client for the commencement of work on site.

	1.14
	Undertake value management exercises.

	1.15
	Ensure that lists of defects are issued at the appropriate time under the Works contract.

	1.16
	Ensure that all defects are rectified.

	1.17
	Ensure that the Works are cleaned, tested and commissioned prior to handover to
the Client.

	1.18
	Ensure that all statutory Certificates and Approvals are given to the Client.

	1.19
	Ensure that an appropriate Certificate is issued to the Contractor when all defects
have been made good.

	
	Contract Administration and Cost Management 

	2.1
	Administer the terms of the JCT Minor works contract, undertaking the full range of duties imposed on the Project Manager by the Works contract in accordance with Clients requirements therein.

	2.2
	Co-ordinate the preparation and issue of Certificates relating to the completion of the Works.

	2.3
	Keep accurate records of all payments and other matters relating to the service provided under this Appointment and retain all vouchers and invoices and, if requested, make these available to the Client.

	2.4
	Establish rigorous cost control procedures and ensure that designs are strictly monitored against the agreed cost plan and that any difficulties are rectified, and the approved cost limit is maintained.

	2.5
	Make recommendations to the Client regarding any outstanding claims,
counterclaims, liquidated damages or other contractual issues	and receive and
implement the Client’s instructions.

	2.6

	Co-ordinate the production of Final Accounts and the issue of Final Certificates and,
accordingly, make recommendations to the Client.

	
	Client Design 

	3.1
	Undertake the production of all design work, ensure that the designs are fully integrated and are tested throughout the design phase against cost targets and that the designs fully comply with all Statutory requirements or Regulations including, but not confined to requirements concerning Health and Safety, Planning, Fire, Building Control etc., and take any action necessary to rectify deficiencies.

	3.2
	Develop and coordinate designs, drawings, models, calculations or other material to regulatory bodies and expedite any necessary approvals.

	3.3
	Ensure	that all drawings, specifications,	schedules, bills	of quantities or other
documents necessary for the obtaining of tenders are completed and are fully coordinated, are in accordance with the brief approved by the Client and are available on the programmed date.

	3.4
	Arrange for any necessary spare equipment, 'as built' record drawings, maintenance manuals and general guidance on the operation of the Building and Services to be made available in good time in order that they can be provided to the Client on completion of the Project.

	3.5
	Undertake and develop construction specification in conjunction with client requests working along with M&E Consultants to produce a full design pack ready for tender submission. 



