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	Short Form Agreement for Consultant Engagement
for Project Management Services

	Between: The School Name, Board of Trustees
..........................................................................................................................................................

(including its successors, “the Client”)

and:         
(including its successors, “the Consultant”)
Collectively referred to herein as the “Parties” and individually as a “Party”

	Project: 

      
	Location:  

     

	Client’s Representative: 
Name:
Title:

Contact Details:
	Consultant’s Representative:

Name: 
Title:

Contact Details:

	Scope & nature of the Services:    

Refer to Schedule 1 and submitted proposal attached (if received)

	Programme for the Services:

Refer to Schedule 1 Refer to Schedule 1 and submitted proposal (if received)

	Fees & timing of payments:

Refer to Schedule 2

	Information or services to be provided by the Client:

Refer to Schedule 1 

	The Client engages the Consultant to provide the Services described above and the Consultant agrees to perform the Services (including as may be set out in any relevant statement of work or drawings provided to the Consultant by the Client) for the remuneration provided above.  Both Parties agree to be bound by the provision of the Short Form Model Conditions of Engagement (appended to this Agreement), including clauses 2, 3, 9 and 10 and any variations noted below.  Once signed, this agreement, together with the conditions overleaf, any variations noted below and any attachments, will replace all or any oral agreement previously reached between the Parties.


	Variations to the Short Form Model Conditions of Engagement (overleaf):

Refer to the annexed Ministry of Education’s Amendments to the Short Form Model Conditions of Engagement (appended to this Agreement).


	Client authorised signatory (ies):
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Print name:       
Date:       
	Consultant authorised signatory (ies):
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Print name:       
Date:       


Schedule One:  Scope of Services
Project Management Services

Background
1.1
The Ministry of Education’s “NZ School Property Strategy 2011-2021” states priority work areas to ensure that schools are safe and in good physical condition.  The priorities are:

1. School Property is well managed 
The Ministry of Education is seen as a high quality property manager and advisor to government.
2. Schools are fit for purpose
State schools are safe environments that empower students and teachers to succeed.
3. High-performing portfolio of schools 
The portfolio of state schools responds to changes in demand and is well utilised and efficiently run. 

1.2
Information about the School and what we do can be found at:

 <<Insert school website or other information that Suppliers can access.>>
1.3
Information about the Ministry and what we do can be found at: http://www.education.govt.nz/header-utilities/about-us/  <<optional>>  
Our requirements

General Project Management Services 

2.1
The Ministry requires school boards to manage School-lead contracts for both professional services and construction contracts. 

2.2
Schools appoint project managers to assist them in implementing projects that are:

1. Part of the 10 Year Property Plan (10YPP) for their school

2. Roll growth projects

3. Special education modifications

4. Other contracts that may eventuate relating to school property as confirmed by the Client.

2.3
A project manager should preferably have an appropriate tertiary qualification and could come from these disciplines - architect, engineer, quantity surveyor or licensed building practitioners.

2.4
All project managers should have an understanding of:

1. Consenting requirements 

2. Ministry of Education’s design standards

3. Managing of multi-discipline design and construction teams

4. Cost benefit Analysis

5. Feasibility studies

6. Time, cost, quality planning and quality control

7. Procuring of goods and services

8. Contracting and construction methods

9. Contract administration

10. Risk management

11. Dispute management.

Initial Project Plan

3.1 The Consultant shall work with the Client’s Representative (and sometimes the Ministry) to develop an initial “Project Plan”. 
3.2 This stage of Services will also involve consultation with key stakeholders to ensure that the project scope(s) meet(s) the requirements of the School and Client and that there is buy-in from all parties from the outset to ensure the success of the project(s).

3.2
The initial Project Plan will outline and include:

1. High level Project Brief

2. High level Scope of the project(s)

3. Budget and programme for the delivery of all projects in the approved Five Year Agreement (5YA) or other School property project(s).

Project Delivery

4.1
If required the Consultant will deliver specific work packages identified in the initial Project Plan which would generally be in five (5) stages, with the key activities and outcomes from each of these stages.  The Project Plan is a living document and shall be updated at each stage of the project.
4.2
The following high level table gives an overview and shall be used in conjunction with Ministry’s Standard Professional Services Specification for Project Management:  The following stages may not necessarily be required for low value and/or low risk projects as confirmed with the Client.

	Stage
	Key Activities
	Deliverables

	1.
	Concept and Developed Design

1. Define project’s design brief and scope

2. Prepare budgets and reports for Ministry funding approval (if required)

3. Develop and procure Other Consultants (e.g. Architects, QS) 

4. Advise on alternative design and construction methodologies

5. Optional Analysis: Investigate costs and feasibility of different options

6. Undertake project reviews to align scope and budget in order to maintain a cost control

7. Assist in preparing a detailed programme for the design phase

8. Attend design team meetings

9. Prepare monthly report for Client 
	1. Report on project costs

2. Provide documents for Ministry funding approval

3. Detailed design programme

4. Concept design for approval

5. Submit monthly report for Client and relevant appendices

	2.
	Detailed Design and Documentation for Tendering
1. Assist in the preparation of technical content for the tender documentation 

2. Facilitate regular meetings with the design team and Client

3. Co-ordinate with Other Consultants to ensure project scope remains within budget

4. Facilitate and arrange all necessary statutory consents (where required)

5. Review Contract Conditions to ensure that project specific requirements are included.

6. Prepare monthly report for Client 
	1. Record any design team meetings

2. Submit documentation for Board of Trustee approval

3. Provide tender documentation

4. Submit monthly report for Client and relevant appendices

	3.
	Tendering of Construction Works

1. Go out to tender following the Ministry’s Procurement Policy 

2. Facilitate and assess tender submission and provide a report  to the Client with recommendations to preferred contractor

3. Undertake / participate in negotiations on behalf or with the Client’s Representative and/or School Board

4. Prepare and submit documentation for project approval to the Ministry

5. Award Contract on behalf of or with Board of Trustees to the successful contractor and advise unsuccessful tenderers.

6. Prepare monthly report for Client 
	1. Prepare a procurement plan

2. Prepare tender documentation

3. Provide tender report and recommendations for Board of Trustee Approval

4. Submit all required documents to the Ministry for approval

5. Award contract and advise unsuccessful tenderers

6. Submit monthly report for Client and relevant appendices

	4
	Construction

1. Facilitate on site related activities with the School with minimum disruption to School operations

2. Participate in site meetings on behalf of the Client

3. Facilitate meetings with consultants to resolve any site issue

4. Monitor progress against programme

5. Manage Other Consultant(s) and contractor(s) to ensure any technical issues are addressed and resolved accordingly.

6. Manage any other contractors when required (e.g. Security, ICT Infrastructure Specialist Services, Plumbing, Electrical, Fitouts)
	1. Prepare cashflow and expenditure information

2. Submit invoices to the Ministry for monthly draw downs of project funds

3. Submit monthly report for Client and relevant appendices 

	5
	Completion and Handover

1. Obtain guarantees, warrantees, as-builts, drawings, manuals etc specific to the project

2. Ensure all Design Completion Certificates and Producer Statements have been received

3. Ensure all Codes of Compliance Certificates and Certificates of Public Use, are obtained

4. Ensure all defects are identified and then remedied during defects notification period or other period as agreed with the Contract.
	1. Provide all documentation to the Client

2. Prepare and submit all necessary Ministry Project Completion documentation on behalf of the Client.

3. Submit final monthly report for Client and relevant appendices


Standard Specification

Standard Specification for Project Management

5.1
The Consultant shall deliver and manage this contract in accordance with all requirements of the Ministry’s Standard Professional Services Specification for Project Management and specific requirements as confirmed with the Client.
5.2
The Standard Specification for Project Management can be downloaded from the Construction contracts for professional services and works page.
5.3
The specific scope of services are attached in the appendices 
Confirmation of the Project Manager’s Services

5.3
When appointed the Consultant shall work with the Client’s Representative (and sometimes the Ministry) to confirm their role and responsibilities.
Other information or Services provided by the Client
Additional Services provided by the Client

6.1
There are no additional services provide by the Client for this contract.

<<OR delete the above clause and insert the following clause and table provide details of what the School will provide e.g. legal services, property maintenance manager >>
6.1
The following services will be provided by the Client:
	Name of person
	Company / Services provided

	
	e.g. Facilities manager /Caretaker 

	
	


Hazards known to the Client

7.1
There are no known hazards for this contract.

<<OR delete the above clause and insert the following clause and table if the School currently has a “school hazard register” >>
7.1
The School’s hazard register is attached as additional documents below. 

Additional documents

<<List your documentation below and ensure to attach the relevant documents as appendices>>.
8.1
Additional documents to Scope of Services are listed as follows and attached:

	Appendix No.
	Document name

	1
	School Charter (vision statement)

	2
	Asset Management Plan

	3
	School Hazard Register

	4
	Ten Year Property Plan (10YPP)

	5
	Five Year Agreement (5YA)

	6
	other


Schedule Two: Suppliers Response
Project Management Services

Insurance Requirements

1.1
Confirm (state ‘confirmed’) that the Supplier has the appropriate levels of Insurance requirements as specified in the General and Special Conditions of Contract and attach a Certificate of Currency with the submission.
1.2
If unable to confirm, state ‘not confirmed’ and provide an explanation
	


Supplier’s Declaration
2.1
The Supplier is required to complete the following declaration. 

	Supplier’s Declaration

	Topic
	Requirement
	Supplier’s Declaration

	RFQ response:
	The Supplier has prepared this quotation:

· independently to supply the services or works. ; OR 

· jointly with [insert name of supplier #2] OR
· in consortium with [insert names of consortium]
	[choose an item]

	Collection of further information:
	The Supplier authorises the Client to:

· collect any information about the Supplier, except commercially sensitive pricing information, from any relevant third party, including a referee, or previous or existing client

· to use such information in the evaluation of the Proposal.

The Supplier agrees that all such information will be confidential to the Client.
	[choose an item]

	Deliverables:
	The Supplier has read and fully understands the nature and extent of the deliverables required by the Client as described in this RFQ, including the technical considerations. The Supplier has the necessary capacity and capability to fully meet or exceed the deliverables and will be available to deliver throughout the relevant contract period.
	[choose an item]

	Conditions of Engagement
	The Supplier has read and fully understands and accepts the Conditions of Engagement as appended to this Agreement being the Short Form Model Conditions of Engagement and Ministry Variations.  If successful, the Supplier agrees to sign the Short Form Agreement for Engagement of Consultant (cover page to this document).
	[choose an item]

	Conflict of interest:
	The Supplier warrants that it has no actual, potential or perceived Conflict of Interest in submitting this quotation, or entering into a contract to deliver Our requirements. If in doubt, please list all such interests. Where you are able, provide statements of how you might manage any potential conflicts.

Where a Conflict of Interest arises during the RFQ process the Supplier will report it immediately to the Client’s Contact Person.
	[choose an item]

	Ethics:
	The Supplier warrants that in submitting this quotation it has not:

· entered into any improper, illegal, collusive or anti-competitive arrangements with any competitor

· directly or indirectly, approached any representative of the Client to lobby or solicit information in relation to the RFQ (other than the Client’s nominated Contact Person)

· has not attempted to influence, or provide any form of personal inducement, reward or benefit to any representative of the Client.
	[choose an item]

	Offer validity period:
	The Supplier confirms that this quotation, including the price, remains open for acceptance for a period of three months from the Closing Date.
	[choose an item]

	Declaration:
	The Supplier declare that in preparing this quotation it:

· has provided complete and accurate information in all parts of the quotation, in all material respects

· has secured all appropriate authorisations to submit this quotation and is not aware of any impediments to its ability to enter into a formal contract to deliver the Requirements.

The Supplier understands that should it be successful in being awarded a contract with the Client then the falsification of information, supplying misleading information or the suppression of material information in relation to this RFQ will be grounds for termination of the contract.
	[choose an item]

	DECLARATION

This quotation has been approved, and is signed by, a representative of the supplier who has the authority to do so. This representative is named below.

This representative declares that the particulars provided above and in the attached quotation documents are accurate, true and correct.

	Signature:
	

	Full name:
	

	Title / position:
	

	Date:
	


Pricing
General pricing guidance

3.1
In submitting the pricing:

a. Suppliers must use the pricing template provided below. 

b. Suppliers must clearly detail all costs, fees, expenses and charges associated with the full delivery of the Client’s requirements. There must be no hidden costs.

c. Where assumptions may influence the price the impact of the assumption on the price must be clearly stated. 

d. Prices must be stated in $NZD exclusive of GST.

e. The pricing structure must be transparent, with all assumptions clearly stated. There must be no hidden costs. 

f. Where a Supplier has an alternative method of pricing (i.e. a pricing approach that is different to the pricing schedule shown below) this may be submitted as an alternative pricing model. However, the Supplier must also submit a pricing model that conforms to the template below.
Pricing schedule response
3.2
Suppliers must complete their Fees for their proposed services as based on the below Project Budget construction value.
	Project budget for construction ($)
	Percentage Fee OR 
Fixed price ($)

	$0 to $49,999
	

	$50,000 to $150,000
	

	$150,001 to $300,000
	

	$300,0001 to $500,000
	

	$500,001 to $1,000,000
	

	Over $1,000,000
	


3.3
Suppliers must complete their hourly rate for any additional services to be agreed to be agreed with the Client for their proposed named (key) personnel

Additional Services may also be negotiated as a “Fixed price” tender with Client.

	Named Personnel (Title)
	Hourly rate ($)

	
	

	
	

	
	


Payment Schedule

3.4
The method payment for the items listed in the pricing schedule are as follows:
	Item
	Description
	Payment Terms

	1
	Percentage Fee (%)
(based on project(s) budget for construction ($))
	The percentage shall include all expenses relating to required inputs, activities and outputs for the Project(s) and the confirmed services as set out in the Standard Specification for Project Management. 
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice.

	2
	Fixed Price ($)
(based on project(s) budget for construction ($))
	The fixed price shall include all expenses relating to required inputs, activities and outputs for the Project(s) and the confirmed services as set out in the Standard Specification for Project Management. 
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice.

	3
	Additional Services

Hourly Rate ($)
	The hourly rate(s) tendered shall include all expenses relating to required inputs, activities and outputs as agreed with the Client.
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice

	4
	Additional Services

Fixed price
	The fixed price for additional services as agreed with the Client shall include all expenses relating to required inputs, activities and outputs as agreed with the Client.
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice


Pricing assumptions
3.5
To ensure that the Client can properly understand and evaluate your proposal it needs to understand and validate any assumptions that you may have made.  List all of the assumptions that you have made and address the impact that these assumptions may have:
	


Appendices
Project Management Services

<< Copy and paste the table content that you have completed in “Schedule 1 – Additional Documents”.  ENSURE to attach the relevant documents as appendices  and include the “Short Form Model Conditions of Engagement and Ministry Variations” AND any Suppliers submitted proposal with your Direct Appointment / RFQ.>>.
1.1
Additional documents forming part of this agreement are listed and attached as appendices as follows:

	Appendix No.
	Document name

	1
	Short Form Model Conditions of Engagement and Ministry Variations
Download from Construction contracts for professional services and works page.

	2
	Supplier’s Submitted proposal (if received)

	3
	Scope of Services (attach)

	3
	School Charter (vision statement)

	4
	Asset Management Plan

	5
	School Hazard Register

	6
	School Ten Year Property Plan (10YPP)

	7
	Five Year Agreement (5YA) 

	8
	other
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