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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

The proceglures used to develop this document and those intended for its further maintenanee
described In the ISO/IEC Directives, Part 1. In particular, the different approval criteria needed for
different types of ISO documents should be noted. This document was drafted in accordance 'with
editorial ryles of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).
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Introduction

Procurement documents are required to

a) communicate the employer's procedures and requirements in calls for expressions of interest
to respondents who wish to qualify to be invited to submit tender offers or to be admitted to a
database,

b) communicate the employer's procedures and requirements relating to the process of offer and
acceptance when tenders are invited, solicit information to enable the employer to evaluate

ObTY ONS and enapie potential CONtractors to communicate their credentiats and make an offer
to an employer, and

c) |establish, in the contract between an employer and a contractor, the agreed terms’and ponditions,
the prices, and the nature and quality of the goods, services or construction worls that are
required.

Profurement documents also:
d) |incorporate the employer's selected procurement strategy and tactics,

e) |capture the allocation of risks, liabilities and obligations of (the parties, the procedufes for the
administration of the contract and the manner in which disputes may be resolved in the contract
data, and

f) |provide the basis for
1) paying the contractor,

2) specifying any measurable, tangible, ¥éepifiable outcome, result or item that is to bg¢ produced
or completed (deliverable) and the constraints in doing so, and

3) in the case of construction works, communicating the outcomes of surveys and site|conditions
to tenderers, e.g. soil and ground conditions, the location and state of buildings or fafilities that
contractors might be expected to use or that might be affected by the contractor'§ activities,
environmental conditiohs, the number and location of people who might be affeqted by the
works, availability of materials, etc.

The format and the mammer in which procurement documents are compiled and structufed can be
stamdardized. Uniformity in procurement documentation allows documents to be stdndardized,
simplified and digitised. It also improves transparency, minimizes ambiguity and errgrs in and
between the docyments which make up a contract, enables tenderers to more accurately pri¢e the risks
which they are,to assume. Furthermore, it facilitates the development of standardized procurement
documents.which improves the effectiveness and efficiency of an organization's procuremgnt system.
It also enables the reader to readily locate the specific data and requirements they require iff they have
a wprking knowledge of the framework for the compilation of procurement documents provided in this
document.

A uniform format for the compilation of calls for expressions of interest and tender and contract
documents provides the framework for:

— the standardization of the component documents and improved communications between those
engaged in the procurement process; and

— the digitisation of procurement documents.

The purpose of this document is to provide a common framework within which procurement documents
may be developed and to establish general principles around which component documents should be
developed.

© IS0 2020 - All rights reserved v
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The uniform format for the compilation of procurement documents is based on the principle that there
is a complete separation in the component documents that make up a procurement document, i.e. the
conditions of tender, the conditions of contract, the specifications and methods of measurement and
payment. The separation of component documents in this manner ensures that

each subject within a tender and within the subsequent contract can only be addressed once and in
only one component document,

issues

relating to the tender fall away once the contract is in place,

changes in conditions of contract do not affect other aspects of the contract, such as specifications,

measufement and payment, and

changg

s in measurement and payment systems do not affect other aspects of the contract,stic

the comditions of contract and specifications.

The format

Vi

stand-
specifi

terms,
in the

provided in this document requires that
hlone systems of measurement, independent of specifications, be utilized;

cations be written independently from conditions of contract, and

Contract.

1 as

words and documents that specify and describe the process of tendering not to be included

© IS0 2020 - All rights reserved
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Construction procurement —

Part 2:
Formatting and compilation of procurement
documentation

1 (Scope

Thif document establishes, in respect of supply, services and construction contracts; at both main and
subfontract levels,

a) |aformat for the compilation of

1) calls for expressions of interest,

2) tender and contract documents, and

b) |the general principles for compiling procurement documents.

NOTE1 AnnexA contains commentary on the clauses in this\document.

NOTE 2 This document can also be used, with some*~adaptation, in the formatting and compilation of
congession contracts, design, build and operate contracts-and contracts involving disposals.

NOTE3 IS0 10845-1:2020, Annex G provides guidance on the development of auction data.

2 |Normative reference

Thdre are no normative references in this document.

3 |Terms and definitions
For|the purposes of thiss/document, the following terms and definitions apply.

[SO|and IEC mainfain terminological databases for use in standardization at the following addresses:

— |ISO Online'browsing platform: available at https://www.iso.org/obp

— |IEC Electropedia: available at http://www.electropedia.org/

3.1
acceptance
act of agreeing to a contractor's (3.7) offer or tender, thereby creating a binding contract (3.6)

[SOURCE: ISO 6707-2: 2017, 3.5.16]

3.2

activity schedule

document that breaks down the scope of work into a series of activities, which may be linked to a
programme, to allow contractors (3.7) to be paid a lump sum upon the completion of each of the
activities

© IS0 2020 - All rights reserved 1
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3.3

bill of quantities
document for tendering, usually prepared in a standard form, comprising both a descriptive list of
quantities of works and descriptions of the materials, workmanship and other matters required for
construction works

[SOURCE: ISO 6707-2:2017, 3.5.11, modified — The preferred term "bill of materials, US" and the
admitted term "quantity survey, US" have been removed.]

3.4
bond

sum of mopey or securities submitted to the employer (3.8) or placed in the hands of a third paxt
guarantee pompletion and recovery of the sums which the contractor (3.7) is recognized as owidg i
f the contract (3.6)

the terms

 to
der

[SOURCE: ISO 6707-2:2017, 3.5.40, modified — “client” has been replaced with “employet*]

3.5

conditions of contract

terms that collectively describe the rights and obligations of contracting-parties and the agieed
procedures for the administration of their contract (3.6)

3.6

contract

legally enforceable agreement to supply goods, carry out constructién works and/or provide servic

[SOURCE: ]
3.7

contractor

person or
services

Note 1 to e

provider” apd “supplier” as it has been defined(to)cover these terms

Note 2 to 4
document ¢

S0 6707-2:2017, 3.1.1]

brganization that contracts to supply goeds, carry out construction works and/or proy

itry: The use of the generic term “contractor” eliminates the need to introduce the terms “ser

ntry: The definitions for “employer” and “contractor” are such that relevant subclauses of
an be applied at any point.in_the supply chain. For example, in a contract, a “contractor” can b

ride

vice

this
b an

“employer” pnd a “contractor” can be a‘subcontractor”.

[SOURCE: ISO 10845-1:2020,:39]

3.8

employer

person or prganization intending to or entering into the contract (3.6) with the contractor (3.7)) to
supply goods, carfy out construction works and/or provide services

Note 1 to ¢ntry: The definitions for “employer” and “contractor” are such that relevant subclauses of [this
document camrbeapptiedatany pointim the supply thaimForexampte;, imacomntract, @ “contractor“tam be an

“employer” and a “contractor” can be a “subcontractor”.

[SOURCE: 1
39

SO 10845-1:2020, 3.15]

expression of interest

request for respondents (3.12) to register their interest in undertaking a specific contract (3.6) or
to participate in a project or programme and to submit their credentials so they can, in terms of the
employer's (3.8) selection methods, be invited to submit a tender offer (3.14) should they qualify or be
selected to do so

[SOURCE: ISO 10845-1:2020, 3.16]

© IS0 2020 - All rights reserved
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3.10

pro

curement

process which creates, manages and fulfils contracts (3.6) relating to the provision of goods, services

and

construction works or disposals, or any combination thereof

[SOURCE: ISO 6707-2:2017, 3.5.18]

3.11

pro

curement document

documentation used to initiate or conclude (or both) a contract (3.6)

[SOPRCETTSO 10845-1:2020, 3.25]

3.12

respondent

perfon or organization that submits an expression of interest (3.9) in response to ar ifivitatio

[SOPURCE: ISO 10845-1:2020, 3.28]

3.18

specification

document that

a) |sets out detailed requirements to be satisfied by a product, material, process or syste
procedures for checking conformity to these requiremefts; or

b) [sets out the properties of a product

[SOPURCE: 1SO 6707-2:2017, 3.2.22, modified — Thepreferred term "technical specification

remjoved.]

3.14

tender offer

wri
con
bin

[SO

3.1
ten
per

Not
“bid

[SO

Lten offer to supply goods, carry eut construction works and/or provide services u
ditions, usually at a stated price,;and which is capable of acceptance (3.1) and conver
ling contract (3.6)

JRCE: ISO 10845-1:2020, 3.38]

D
erer
Son or organization that submits a tender offer (3.14)

e 1 to entry;. The terms tender and tenderer have been used in preference to “bid” and “bidder
" and “bidder” are used in this document in the context of auctions.

URCEJISO 10845-1:2020, 3.39]

n to do so

m and the

" has been

hder given
sion into a

. The terms

4
Pro

a)
b)

©IS

General requirements for procurement documents

curement documents shall

present requirements in a clear, unambiguous, comprehensive and understandable manner;

where necessary, require respondents to register their interest in undertaking a specific contract
or to participate in a project or programme and to submit their credentials for the employer to
admit them to an electronic database or invite them to submit tenders should they qualify or be

selected to do so;

require tenderers to submit particulars sufficient for the employer to evaluate their tenders,
establish their credentials and assess their capabilities and capacities to perform the contract;

02020 - All rights reserved


https://standardsiso.com/api/?name=851e6d50be791e108ea460ca7d57da7b

ISO 10845-2:2020(E)

d)

tenders and expressions of interest are to be evaluated;

administration of the contract;

f)

performance of the contract; and

g)

disposals.

set out in a clear, fair, transparent, accountable and unambiguous manner the criteria by which

define the risks, liabilities and obligations of the parties to the contract and the procedures for the

define the nature, quality and quantity of goods, services or works to be provided in the

establish the means by which the contractor is paid for the goods, services, construction works or

5 Comyp

5.1 Divi

Procuremsdq
component

The group
submissioy
where rele

The first g
only those

contracts
apply (see]

onent documents

s5ion of component documents

nt documents for goods, services and construction works shall comprise a numbe
documents dealing with different topics grouped together in a logical sequence.

5 of documents calling for expressions of interest, comprise those documents that relat
procedures, the documents that a respondent needs to returh with his submission
vant, the indicative scope of work (see Table 1).

foup of documents where procurement documents are used to solicit tender offers cont

ire negotiated with a sole contractor, only these*documents which relate to the cont
[able 3).

Table 1 — Documents that relateto a call for expressions of interest

- of

e to
ind,

hins

documents that are relevant to the tender (see Table.2)and the second group contains ¢nly
those documents that relate to the contract created at the acceptance of the tender (see Table 3). W

lere
ract

(ontents . .
- Function and broad outline of contents
Number Heading
E%: Submission procedures
Notice and invi- |Alerts respondents to submit their credentials in order to be admitted to an
E11 tation to submit |electronic database or to be invited to submit tenders should they satisfy the|
' an expression of |stdted criteria.
interest
E1.2 Submission data~, +/Establishes the rules from the time a call for an expression of interest is adver-
' tised to the time a submission is evaluated.
E2: Returnable documents
E2.1 List of returnable |Ensures that everything the employer requires a respondent to include in hif
) docunients submission is included in, or returned with, such a submission.
E2.2 Submission Contains documents that the respondent is required to complete for the pur-
' schedules pose of evaluating submissions.
E3: Indicative scope of work (where appropriate)
Indicative scope |Indicates to respondents what the contract is likely to entail so that they can
E3 of work make an informed decision as to whether or not they wish to respond and, if so,
structure their submission around the likely demands of the project.
4 © IS0 2020 - All rights reserved
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Table 2 — Documents that relate to the tender

Contents . .
- Function and broad outline of contents
Number Heading
T1: Tendering procedures
Tender notice |Alerts tenderers to the nature of the goods, services and construction works re-
T1.1 |andinvitation |quired by the employer and should contain sufficient information to enable them
to tender to respond appropriately.
T1.2 Tender data Establishes the rules from the time a tender is invited to the time a tender is
' awarded.
T2: Returnable documents
2.1 List of return- |Ensures that everything the employer requires a tenderer to submit'with his ten-
) able documents |der is included in, or returned with, his tender submission.
Returnable Contains documents that the tenderer is required to complete for the pyirpose of
(2.2 schedules evaluating tenders and other schedules which, upon acceptance, becomje part of
the subsequent contract.
Table 3 — Documents that relate to the contract
Contents .
- Broad outline of contents
Nymber Heading
C1: Agreements and contract data
F1 1 Form of offer Formalizes the legal process of offér and acceptance.
. and acceptance
Contract data |Identifies the applicable conditions of contract and associated contract{specific
1.2 data that collectively deseribe the risks, liabilities and obligations of th¢ contract-
ing parties and the procedures for the administration of the contract.
€2: Pricing data
Pricing as- Provides the criteria and assumptions which it is assumed (in the contrjact) that
[2.1 sumptions the tendereirhds taken into account when developing his prices and fee[percentag-
es in the ¢ase of cost-reimbursable contracts.
Pricing sched- |Recqrds the contractor's prices for providing goods, services or constryction
2 2 ules/ activity  |woTks which are described in the scope of work section of the contract.
. schedule/ bill of
quantities
C3: Scope of work
Scope of wetk |Specifies and describes the goods, services or construction works which are to be
C3 provided and any other requirements and constraints relating to the mpnner in
which the contract work shall be performed.
C4: Site information (construction contracts only)
Site information | Describes the site at the time of tender to enable the tenderer to price hjis tender
C4 . : . : .
and to decide upon his method of working and programming, and risks

5.2 Calls for expressions of interest

5.2.1 Notice and invitation to submit expressions of interest

5.2.1.1 Minimum requirements

The notice and invitation to submit an expression of interest shall, as a minimum, contain

a)

areference number,

b) the name of the employer,

© IS0 2020 - All rights reserved
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for

bnts

ved

ed.

ejved

ed,

est,
uch

and

c) the title, and where applicable, the place of the proposed project,
d) abriefdescription of the goods, services or construction works which re to be procured and, where
relevant, the time period involved,
e) the closing date and time for the submission of expressions of interest,
f) the date, time and place of the compulsory clarification meeting, if any, and
g) information relating to how and from when the procurement documents may be obtained.
5.2.1.2 (onsiderations
Consideratjion should be given to
a) providling the name and contact particulars of a person to whom queries in relation tothe cal
expregsions of interest may be directed, and
b) brieflyldescribing any
1) eligibility criteria, and
2) preferences, if any, that are offered
to enable grospective respondents to make informed decisions regdrding the obtaining of documg
relating tolthe call for an expression of interest.
NOTE IIn some circumstances, it can be appropriate to indicate-the source of funding in the notice.
5.2.2 Supmission data
The submifssion data informs respondents about the*submission procedures that are to be obser]
and the documentation to be submitted, failing which, submissions may be rejected or not evalu
The submipsion data also outlines how the employer receives and evaluates the submissions rec
and states|any criteria that respondents should satisfy in order to have their submissions evalu
and any evpluation criteria that is applied.
The submission data may identify(standard conditions for the calling for expressions of inter
in which cpse the submission data’shall provide the project-specific variables associated with {
conditions
NOTE The standard conditions for the calling for expressions of interest as contained in ISO 10845-4

the associat]

5.2.3 Lis
The list of

ed variables, yariations and additional conditions can be referenced in the submission data.

t of returnable documents

returnable documents should list all of the documents that the respondent is require

provide or

1 to

complete and submit as part of his submission in order to enable the employer to record

his

expression

of interest or to evaluate his submission.

5.2.4 Returnable schedules

Returnable schedules comprise those schedules that are completed and submitted as part of the
respondent's submission.

5.2.5

Indicative scope of work

Where necessary, a description of the indicative scope of work should be provided to enable respondents
to understand the nature of the work and the likely demands placed on their resources so that they can

respond ac

cordingly.

© IS0 2020 - All rights rese
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5.3.
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Tender documents
1 Tender notice and invitation to tender

1.1 Minimum requirements

The tender notice and invitation to tender shall, as a minimum, contain

areference number,

thaonaran of+ha Aol

5.3

Con

b)

in d
the

The

CIIC IO I OT CrrC T proy ©T;

the title of the proposed contract,

a brief description of the goods, services or construction works required,
the closing date and time for the submission of tenders,

the date, time and place of the compulsory clarification meeting, if any, and

information relating to how and from when the procurement doctihients may be obtaing

1.2 Considerations
sideration should be given to

providing the name and contact particulars of a persen to whom queries in relation with
may be directed,

briefly describing any

— eligibility criteria,

— refundable or non-refundable deposits payable for procurement documentation, angl

— preferences, if any, that are offered,

the approximate starting time of the contract,
the approximate contract award date, and
pricing strategy

rder to enable-prospective tenderers to make informed decisions regarding the attrad
tender opportunity.

tendernotice and invitation shall not form part of any subsequent contract.

NOT

d.

the tender

tiveness of

E In some circumstances, it can be appropriate to indicate the source of funding in the tende

r notice and

invitation to tender.

5.3.

2 Tender data

The tender data establishes the rules which

a)
b)
‘)
d)

bind the employer and tenderer to behave in a particular manner,
establish what a tenderer shall do to submit a compliant tender,

make known to tenderers the evaluation criteria,

establish the manner in which the employer conducts the process of offer and acceptance, and

© IS0 2020 - All rights reserved
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e) provide the necessary feedback to tenderers on the outcomes of the process.

The tender data furthermore establishes the precise means by which a preferred tenderer is identified
in a competitive selection process and preferred tenderers are identified for each successive round of
negotiations in the competitive negotiation procedure. The award criteria, weightings assigned to such
criteria, the relevant ratios between and the formula for scoring financial offers, quality and preference,
and any threshold scores for quality, shall be stated in the tender data.

The tender data may identify standard conditions of tender, in which case the tender data provides the
project-specific variables associated with such conditions.

NOTE 1
and additio

NOTE2 1
the competi

5.3.3 Lis
The list of

submit as part of his tender submission. The list should indicate which of thereturnable schedules

for evaluatj

Forms and
in the retu

NOTE ]
returnables|

they form the basis of the tender offer.

5.3.4 Re

Returnablg

a)

b) includ

manag

c)

entere

Returnablg
contract. R
scope of w

5.4 Cont

used for evaluation purposes only, such as declarations and evaluation schedules,

in some instances, used as ‘the basis for the development of the scope of work of a contract th

-3an
al conditions of tender can be referenced in the tender data.

€ assocClated variables, varila

0 10845-1 and ISO 10845-3 describe the processes associated with the competitive selection
ive negotiation procedure.

t of returnable documents
returnable documents should list all of the documents that the tendérer has to complete

ion purposes only and which form part of the contract.

certificates that are to be completed after the award of the\contract should not be incly
'nable documents, e.g. site appointments for compliance'with health and safety legislatig

'his section refers to documents that are returned with,"or constitute, a tender. Whilst many o
are required for the purpose of evaluating tenders, sgrhe form part of the subsequent contrac

turnable schedules

schedules comprise those schedules(that are

ed in the subsequent contract, such as profiles of key personnel, quality plans
ement plans, and

d into, e.g. where-the’contractor is responsible for design.

eturnable sehedules that form part of the subsequent contract should be attached to
prk.

'ract documents

jons

and

and
are

ded

n.

the
, as

and

it is

schedules thatare used for evaluation purposes only shall not form part of the subseqyent

the

54.1 Ag

reements and contract data

5.4.1.1 Form of offer and acceptance

The form o

a)

f offer and acceptance contains

terms of the financial proposal made,

b)

and that a contract therefore exists, and

the offer to provide the goods, services or construction works for a price, or in accordance with the

confirmation from the employer that tender offer has been accepted following his tender evaluation
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)

a schedule of deviations which records any agreed changes to the documentation that occur
between receipt of the tender offer and award of contract.

The extent of deviations from the tender documents issued by the employer before the tender closing
date is limited to those permitted in terms of the conditions of tender.

A tenderer's covering letter shall not be included in the final contract document. Should any matter
in such letter, which constitutes a deviation as aforesaid, become the subject of agreements reached
during the process of offer and acceptance, the outcome of such agreement shall be recorded in the

schedule of deviations.

Any
cha
sho

NOT

NO1
schd

5.4

The
and
con
con
var

Other matter arising {rom the process of oifer and acceptance, as a contirmation, clar
nge to the tender documents, and which parties agree shall become an obligation of th

11d also be recorded in the schedule of deviations (see 5.2).
E1 Annex B provides an example of a form of offer and acceptance.

E2 The schedule of deviations documents the agreed departures from theé tender docu
dule is important as it serves as a record of the outcomes of any negotiations between offer and

1.2 Contract data

contract data establishes the conditions of contract that describe the responsibilities

fract. Where these terms have been standardized and published as a standard form of c(
fract data identifies the applicable standard form of contract and sets out all of the contr
ables, data schedules, appendices, etc. that the parties are required to provide during

fication or
e contract,

ments. This
cceptance.

, liabilities

obligations of the contracting parties and the agreed procedures for the administration of the

ntract, the
hct-specific
the tender

progess.

Thd Es: the data

pro

contract data associated with standard forms'of contract should be divided into two par
vided by the employer and the data provided by the contractor.

NO'
secy
of a
part

E The forms of agreement, such as.the forms of security [e.g. parent company guarantee, gerformance
rity (demand guarantee), advanced payment guarantee, etc.], and the form of agreement for the gppointment
h adjudicator, and the requirements_to complete these, are normally obligations of the contract lpetween the
ies. The form of these agreements is usually prescribed by the contract between the parties.

5.4/2 Pricing data

The in the form

ofa

pricing data compfises the pricing assumptions and the pricing schedules, which can be
ctivity schedules/bills of quantities or price lists.

Thd
has

pricing assumptions, where provided, shall describe the criteria and assumptions, that the tenderer
taken into,account when developing contract prices, or target in the case of target contracts.

The
g00

activity schedules, the bills of quantities or price lists shall record the contractor's prices for providing
ds; services or construction works in accordance with the requirements of the scope of wark.

The terms of payment and the provisions for price adjustment for inflation, if applicable, are established
in the contract data. These items should not be described in the pricing data.

5.4.3 Scope of work

The scope of work specifies and describes the goods, services or construction works which are to be
provided during the contract and establishes constraints relating to the manner in which the work
associated with the contract is to be performed. It may be prepared in whole or part by either the
employer of the contractor.
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The scope of work should provide sufficient information to enable tenderers to price and plan the
requirements for the contract to comply with the employer's requirements and expectations in the

performan

NOTE 1

ce of the contract.

forms of contract and publications as

a)
b)

supply

contract: goods information, scope, supplier requirements and specifications,

technical specifications, and

The term “scope of work” is a generic term used to describe that which is commonly referred to in

service contract: scope, services information, specifications, scope of services, terms of reference and

c)

specifi

NOTE2 1
is to be left |
of the contr

NOTE3 1
and constry
in the devel
included in

NOTE 4

is required
included in
performing

\

5.4.4 Sit
Site inform

Document

tenderer t¢ price his tender and to decide upon his method of working and programming. Norm

only actua
in the site
include int

In the casg
drawings)

Site inform

constriction contracts: works information, scope, production information, specifications, pxd

ations, specifications and performance requirements, specification of work.

'he scope of work describes the state of the delivered goods or completed services or works'(i.e.
behind after the contract) and any constraints on how the contract is to be performed after the ay
hct.

'he content of the scope of work differs between categories of contract, i.e. between goods, sery
ction works, and varies significantly from contract to contract. Topics which should be consid
opment of the scope of work of supply, service, professional service and-construction contracts
the checklists contained in Annex C.
Vhere the contractor is required to prepare the scope of work or-aortion thereof e.g. the contral
fo design the goods or construction works, the scope of worksprevided by the contractor is typi

Lhe contract at the formation of the contract or when the scope‘of work prepared by the contract
the contract is accepted by the employer.

e information
ation is only to be included, where relevant;in construction contracts.

htion included in this section shall déscribe the site at the time of tender to enable

information and interpretation left to the tenderer. However, some employers may wis
brpretative information, suchvas inferred geological sections or site class designations.

of refurbishment projects, site information should include the record drawings (as-H
pf the existing structure.

ation may include
hnical investigation, borehole records and test results,

5 obtained by the employer concerning the physical conditions within the site o
ndings, including mapping, hydrographic data, and hydrological information,

—axiaila ita o QIS ac i

ject

Vhat
Fard

ices
bred
are

ctor
ally
rin

the
lly,

information about physical corditions of the site and its surroundings should be included

n to

uilt

its

blshed

paval bl ain rraaticon o 13 a tc 13
TCCSTO PUUTICTy av airaoTC TIITUT HITa CTUTT o U O T oI~ STeCaITar IS SUT T ot

papers and interpretations of the geotechnical investigation,

information about piped and other services below the surface of the site for contracts involving

ground works, and information about hook-up and boundary details for contracts with plant
interfaces, in addition to anything about the physical site which might impact upon the contract,

a) geotec
b) report
surroy
c) referen
d)
e)
on the
f) access
g)
10

site (restrictions for heavy loads, etc.),

for inspection of the site and buildings, and

atmospheric and environmental criteria.
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conditions of contract, the contractor can have a claim for compensation or extension of time.

NOTE 2

Matters relating to site facilities, access, places for delivery, etc. are not site informat

included in the scope of work, as they are constraints on how the contractor performs the contract.

6

6.1

Corntracts should, in the first instance, be categorized in terms of Table 4 in order to identify]

of t

All
hea

NO1
pres

Compiling tender documents

General

If the actual conditions on site turn out to be different from those described, then, under most

ion and are

he procurement and the standard forms of contract that are best suited to the procureing

romponent documents should, for ease of reference, be labelled in the header or\th€ foot
dings and associated document number appearing in Tables 2 and 3.

E Annex D outlines the manner in which procurement documents can be stahdardized usin
ented in this document.

Table 4 — The scope and nature of different types of'standard contracts

the nature
bnt.

br with the

b the format

Type of contract

Scope and nature of the project

Construct, alter, refurbish or rehabilitate construction works on a site including
of design responsibility

any level

Corstruction ) . )

corltract The contractor is generally responsible for-loss of or damage to the works from the time
that access is granted to provide the works until the works are completed and tqken over
by the employer

Prdfessional ser- |Provide construction works relagted services with the skill and care normally usgd by pro-

vic¢ contract fessionals providing services-similar to the required services
Manage and provide a construction works related service other than a professiopal service
Serjvice contract |or maintain constructionrworks and plant in an existing state, typically over a tdrm, which

may involve a modestiamount of improvement through renewal and replacemen

[

g Supply local and international construction works related goods and provide any associat-
ugply contract . ; . . :

ed services, ifany, including design
6.2 Applying the standard format

Pro
con

“Thle Contract” and contains the component documents listed in the order set out in Table 3.

The
req

curement document shall be compiled in two parts, where the first part comprises “The T}
Lains the eomponent documents listed in the order set out in Table 2, and the second part

list\of returnable documents identifies which of the documents, or parts thereof, a

ender” and
comprises

rfenderer is
v the list of

ired to complete when submitting a tender offer. This should enable tenderers to revie

returnable documents and to:

a)
b)

c)

complete the identified documents and parts thereof,

sign the “offer” section of the form of offer and acceptance, and

submit the completed documents identified in the list of returnable documents in accordance with

the requirements of the tender data.

If the tender offer is accepted, the employer may prior to the signing of the acceptance portion of the
form of offer and acceptance:

©IS

retain the same draft contract that was issued to tenderers and insert in the schedule of deviations

all the agreed changes during the process of offer and acceptance; or

02020 - All rights reserved
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— incorporate the changes in a revised contract and record the essence of the changes in the schedule

of devi

ations for audit purposes.

6.3 Guiding principles in applying the format

A guiding principle when using the compilation format is that “the contract is the contract” and
anything relating to the process of tendering (as distinct from the content of the tender) is not included
in the contract since it is no longer relevant after the submission of the tenders. To include matters
relating to the contract during the tender process in the contract inevitably leads to ambiguities and
adversarial relationships during the performance of the contract as each party can argue about which

statement
contracted|

The conter
addressed

to do.

only once in the procurement document and in its logical location.

1 h TP | + ; 11 1c TR P 1 h BT | 1 h R | — +
AP PIICS, WIIdU UIC COIILT AULLUT dl1IOWCEU TOT TIT IS LCITUCT d11d, TITUCTU, WIIdU LT PdI'LICS dltl dlly

t of each component document should be such that, as far as possible, each subjectmatté¢r is

12
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Annex A
(informative)

Commentary

This annex includes background information on this document, guidance on its use and

on good pr:\r‘h'm:

suggestions

A.

A1

Thi
sery
whi
the
con

Pro
for

ent
con
may

Thd

Thi
doc
and
cha
ren

It m
in a

C1.]

Commentary on component documents (Clause 5)

.1 Division of component documents (5.1)

5 document establishes procedures for the compilation of procurement documentation
Fices and construction works in a standard format. As such, it providesyan outline of head
ch procurement documents may be compiled in a uniform manner-and is based on the

‘e should be a complete separation in procurement documentation between condition
ditions of contract, specifications and methods of measurement-and payment.

curement documents are required primarily to solicit tender offers and to form thereaftg
bred into. Procurement documents provide tenderetrs’with the necessary inputs to allg

' be concluded following the acceptance of their tender offer.
division of documents is based on a logical\flow of documents in the process of offer and 3

5 document requires that the headings-contained in Tables 2 and 3 be used within pn
uments relating to the provision ef construction works, services (including professiond
goods. The headings should not be changed to suit personal preferences, e.g. scope of
hged to “terms of reference’ or “specification”. Likewise the documents or parts shdg
imbered. This defeats the dbjective of having a uniform set of headings.

ay be necessary to identify in a procurement document where a document referenced a
standard form of centract may be found. For example, “The Contract Agreement is in thg

ficular Conditions’ Part B - Special Provisions is in the document C1.2: Contract data
'ks Informatien‘is in the document C3: Scope of Work”.

es 1 ton3 provide a useful summary of the purpose and function of each component

for goods,
ngs within
hotion that
b of tender,

b1 the basis

h contract. Figure A.1 illustrates the concept of offer and acceptance that results in a conjtract being

w them to

pile their tender submissions. Their tender submissions are, in turn, inputs into the contract that

cceptance.

ocurement
il services)
vork being
uld not be

nd defined
document

: Form of offer and acceptance” and “the Particular Conditions Part A - Contract Data and the

" and “The

document.
ocurement

© IS0 2020 - All rights reserved
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Employer or employer’s agent compile procurement documents which establish:

— draft terms and conditions, including the basis upon which the contractor will be
remunerated for the completion of an activity, deliverable or attainment of a milestone,

— what is to be provided, and

— requirements and constraints relating to the manner in which the work is to be executed.

'

Tenderers obtain procurement documents in response

. 1 J H ot 4 pa <
jav) CllllJlUyCl o IIVILAUIUIT TU UU S5U adilu }Jl ClJalC 1CDlJUllDC

to terms, conditions, constraints and requirements.

VL

Tenderers compile tender offer and submit it to the employer.

v

Employer evaluates tenders, identifies successful tender, accepts¢ender offer

and prepares a contract for the successful tenderer, which includes:

— agreed terms and conditions,

— what is to be provided,

— requirements and constraints relating to the mannes in which the work is to be
executed, and

— agreed rates for work completed.

Figure A.1 — The concept of offer and acceptance

A.1.2 Calls for expressions of interest (5.2)

Calls for gxpressions of interest comprise those documents required to admit respondents td an
electronic fatabase, to pre-qualify respondents so that they may be invited to tender or to reduce|the
number of fenderers submittingtenders.

The noticefand invitation te-submit an expression of interest is a brief document, usually not more than
one page. The press advertisement or the letter of invitation to entities to submit expressions of intefest
is frequently reproducéd-as the notice and invitation to submit an expression of interest.

A.1.3 Tehder decuments (5.3)

The tender @atice and invitation is a brief document, usually not more than one page. The press
advertisenrentorthetetter of-invitatiomr toentities tosubmittendersis{r cqucuﬂy Trepr oduced—=as the
tender notice and invitation to tender.

The list of returnable documents comprising the tender is a useful tool which, if prepared and used
correctly, ensures that everything the employer requires a tenderer to submit with his tender offer is
listed. This list obliges the employer to identify exactly what he wants and provides a useful basis for
determining, at the outset, whether a tender offer is responsive to the requirements of the conditions
of tender.

The list of returnable documents should indicate where the schedules that should be completed may be
found, if they are not included in the returnable schedules.
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.4 Contract documents (5.4)

The schedule of deviations attached to the form of offer and acceptance should contain the detail of
every change made in terms of addenda issued before the close of tenders and all other changes to
the wording of the contract arising from the process of offer and acceptance. Where such changes are
incorporated in the text of the final contract, a brief summary of the changes should be provided in the
schedule of deviations in sufficient detail so as to allow the reader to understand the nature and extent
of the changes.

Standard forms of contact need not be issued with a tender or included in the final contract document,

but

should be referred to as being part of the contract. Information should also be made ava

ilable as to

whg

For
sec

of an adjudicator, and the requirements to complete these, are normally obligatieiis of, and

by,
Par

Prid

A.2

Thd
con

At t
bec
the
all

infg

Ins
ten
con
offd
cha
pre

bre copies of these documents can be obtained.

Ins of agreement, such as the forms of security [e.g. parent company guarantees, pe
irity (demand security), advance payment guarantees], the form of agreementfor the ay

the contract between the parties. Proformas of these documents may be‘included at
L C1, Agreements and contract data, should this be necessary.

ing assumptions should, where appropriate, reference standard systems of measuremer

Commentary on compiling tender documents {Clause 5)

draft contract included in procurement documents, that are issued to tenderers be
tract documents.

he tender stage, all documents listed in Table 3~¢onstitute the draft contract. The dra
bmes the contract when the form of offer and\acceptance is signed by both parties ang
returnable schedules are inserted into the.scope of work. In this manner, the final contral
bf the provisions agreed to by the parties during the tender process and excludes all
rmation relating to the process that led'to the conclusion of the contract.

upply contracts where tenderers-are required to submit specifications, in service contr
lerers are required to submit preposals in order to satisfy the employer's briefs, and in cq
fracts where tenderers offer to design and build facilities, the process between the receipt
r and the acceptance of the tender offer and conclusion of a contract may necessitate
hges to some of the documentation to accommodate various proposals. In such circumsg
ferable to revise the draft contract to capture the changes.

rformance
pointment
prescribed
the end of

comes the

ft contract

certain of
ct contains
redundant

hcts where
nstruction
of atender
numerous
tances it is
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B.1 Off

Annex B
(informative)

Example of the form of offer and acceptance

T

The emplo
for the pro

The tendet

data and agldenda thereto as listed in the tender returnables and, by submitting this offer, has accey

the conditi

By the rep
offerand a
under the ¢
and meani
in the cont

The offere
employer t|

US Do

ver, identified in the acceptance signature block, has solicited offers to enter into a~cont
Curement of:

er, identified in the offer signature block, has examined the documents listédyin the ter

pns of tender.

Fesentative of the tenderer, deemed to be duly authorized, signing.this part of this forr
cceptance, the tenderer offers to perform all of the obligations and liabilities of the contra
ontract, including compliance with all its terms and conditions@ccording to their true in
hg, for an amount to be determined in accordance with the-conditions of contract identi
Fact data.

| total of the prices, inclusive of any value added taxor sales tax which the law requires
D pay, is

lar (in words); USD

(in figures)

ract

der
ted

n of
Ctor
fent
fied

the

This offer mmay be accepted by the employer by sighing the acceptance part of this form of offer pnd
acceptancd and returning one copy of this docunient to the tenderer before the end of the periofl of
validity stdted in the tender data, or other peried-as agreed, whereupon the tenderer becomes the party
named as the contractor in terms of the conditions of contract identified in the contract data.
Signature($)
Name(s)
Capacity
for the tenglerer

Name anmd-address of orgamnization)
Name and signature Date
of witness

B.2 Acceptance

By signing this part of this form of offer and acceptance, the employer accepts the tenderer's offer. In
consideration thereof, the employer shall pay the contractor the amount due in accordance with the
conditions of contract identified in the contract data. Acceptance of the tenderer's offer shall form an
agreement between the employer and the tenderer upon the terms and conditions contained in this

agreement

16

and in the contract that is the subject of this agreement.
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The terms of the contract are contained in:

C1: Agreements and contract data (which include this agreement),

C2:
C3:
C4:

Pricing data,
Scope of work,

Site information (construction contracts only),

and drawings and documents, or parts thereof, which may be incorporated by reference into the parts
listed ahaove

Deviiations from and amendments to the documents listed in the tender data and any adden
as ljsted in the returnable schedules, as well as any changes to the terms of the offer’agn
tenglerer and the employer during this process of offer and acceptance, are contained in th
of deviations attached to and forming part of this form of offer and acceptanceNo amend

devjiations from said documents are valid unless contained in this schedule.

The tenderer shall, within two weeks of receiving a completed copy of-this agreement (in
schedule of deviations, if any), contact the employer's agent (whose details are given in the contract

datd) to arrange the delivery of any securities, bonds, guarantees, proof of insurance and
documentation to be provided in terms of the conditions of contract identified in the cor
Failure to fulfil any of these obligations in accordance with thoseterms shall constitute a rep

thid

Not
the
of d
suc
agr

agreement.

withstanding anything contained herein, this agfeement comes into effect on the

eviations (if any). Unless the tenderer (now contractor), within five working days of
h receipt, notifies the employer in writing of;any reason why he cannot accept the cont
bement, this agreement shall constitute a binding contract between the parties.

Sigature(s)

Nar

Cap

for

Nar

da thereto,
eed by the
e schedule
nents to or

cluding the
any other

tract data.
udiation of

date when

tenderer receives one fully completed original @opy of this document, including thle schedule

the date of
bnts of this

he(s)

acity

the employer

(Name and address of organization)

he dnd signature Date

of W

rithess
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B.3 Schedule of deviations

1  Subject

Details

2 Subject

Details
3 Subje

Details

4  Subje¢

Details

By the dul
to and accq
documents
as any con
employer d

It is expres
the period
signed cop
arising fro

18

y authorized representatives signing this agreement, the employer and-the tenderer ag
pt the foregoing schedule of deviations as the only deviations from'‘and amendments to
listed in the tender data and addenda thereto as listed in the returnable schedules, as |
firmation, clarification or changes to the terms of the offer agreed by the tenderer and
uring this process of offer and acceptance.

sly agreed that no other matter, whether in writing, oral communication or implied du
between the issue of the tender documents and the receipt by the tenderer of a complg
y of this agreement, shall have any meaning or effect in the contract between the par
n this agreement.

ree
the
vell
the

[ing
ted
ties
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C.1—Construction-contracts
A donstruction contract involves the construction, alteration, refurbishment or rehab

con

resj

unt

The

top

The
top
spe
nec

Table C.1 where such contracts are used.

The

addressed rather than where itisaddressed under a specific heading.

T3

ISO 10845-2:2020(E)

Annex C
(informative)

Check list of items to be addressed in the scope of work

truction works on a site including any level of design responsibility. The contractor i

1 the works are completed and taken over by the employer.

topics tabulated in Table C.1 serve as a checklist for those compiling the'scope of work. §
cs might not be required where use is made of:

standard specifications which establish requirements for construction and the managem
or a generic management specification issued by a particular employer, as these docum
adequately cover these topics; or

some standard forms of contract which include certaingeneric constraints to performing

obtaining of wayleaves etc.

adoption of some contracting strategies might obviate the necessity for some of the

cific information be included in the documents which are included in the scope of work
bssitate the compiling of supplementary checklists to be used in conjunction with that

re is an overlap in headings which group the topics together. It is more important that

hble C.1 — Topics tobe considered in the development of the scope of work for cong
contracts

bonsible for loss of or damage to the works from the time that access is granted taprovide

litation of
5 generally
the works

ome of the

bnt thereof,
ents might

b the works

in the conditions of contract such as those relating:to reporting, health and safety requirements,

tabulated

cs (see ISO 22058). The use of certain standard forms of contract may require that certalin contract

. This may
putlined in

he issue is

truction

TOPIC COMMENTARY

DESCRIPTION OF THE WORKS

Em|

ployer's gbjective Describe the employer's objectives for the works i.e. explain the “why” (c
state the specific objectives and outcomes including those relating to hea

and the environment, quality, budget, schedule and functionality

ntext) and
th, safety

Gerneral description of Provide a general description of the works to be carried out under the coptract

the works including all necessary temporary works
Ensure that all operations, particularly those requiring special attention, are
identified

Location of the works State where the works are to be carried out

Temporary works Describe the temporary works, i.e. what they are and where they are located, and
how they are to be dealt with upon completion

Work underta'ken by l.ltll_ Describe the work to be carried out by utilities and public agencies

ities and public agencies

© IS0 2020 - All rights reserved
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Table C.1 (continued)

TOPIC COMMENTARY
DESIGN REQUIREMENTS
Design services and Identify responsibilities for providing design and related information
activity matrix
Example
Activity Responsibility
Obtain the necessary approvals from relevant authorities and Employer

submit documents to relevant authorities

PTovide concept Mformatton ctuding the detatted brief, Scope, | EMpIoyer
scale and form that sets out the integrated concept for the project

Provide design development information which develops in detail [ Employer
the required concept to finalise the design and definition criteria
and sets out the integrated develop design

Develop production information which provides the detailing, €ontractor
performance definition, specification, sizing and positioning of
all systems and components enabling either construction oxthe
production of further information for construction

Design temporary works Contractor
Produce record information Contractor
Employer's|design Describe the extent of the employer's design
Design reqpiirements Where the contractor is responsible for the:design of the works or a part thereof

— provide a comprehensive design briefwhich includes
— employer preferences and mandatory requirements
— constraints including size and space limitations

— performance specifications which include objectives, performance
descriptions, performance parameters and the means by which solutipns
can be evaluated, relating to performance in use and contributiong to
sustainable.development (see ISO 19208)

— operational performance requirements and design life

— specifyrequirements to apply particular standards and codes of practice

Drawings Staterequirements for drawings to be prepared by contractor and identify all draw-
ings'prepared by the employer which are to be used for construction purposes
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Table C.1 (continued)

TOPIC

COMMENTARY

Design procedures

Establish design procedures where the contractor is responsible for the design
which, as necessary, sets out requirements relating to

— interfaces with existing structures, plant, etc.
— any temporary works requirements, if any, e.g. specialized items of equipment

— design integration before and during construction

——emmployeracceptancesof thedesigmorpartstirereof
— matters which require particular attention e.g. environmental
— design change procedures

— requirements for planning consents and the acceptance of design information
produced by the contractor

— requirements for design co-ordination with othérs in preparing designs and any
responsibilities for co-ordinating designs by others

— compliance verification systems which enable compliance with requjrements to
be readily established

— record-keeping and tracking of documents

Redord information

State requirements for record infermation including record (as-built) drawings,
operational and maintenance manuals and warranties which extend beydnd the
maintenance period

CONSTRUCTION SPECIFICATIONS

Applicable national and
int¢rnational standard

Identify all applicable-national and international standards together witH all values
pertaining to specifioattributes relating thereto

ficqtions

Begpoke or generic speci-

Include or make-reference to bespoke specifications for the project or gerjeric speci-
fications of thecontracting authority which are applicable to the works

Such specifications should be drafted such that they
— (contain acceptance procedures to enable compliance to be determin¢d

— ~“specify requirements uniquely and unambiguously

— set out requirements for items by describing both their physical and functional
characteristics in a comprehensive manner
— preferably state what is to be provided and not how it is to be provided

Such specifications should not contain particulars relating to measurement and
payment, i.e. matters pertaining to the pricing data

Certification by recog-
nizedHodies

State which institutions may certify items for inclusion in the works and byilding sys-
tems.eg member hodv of the World Federation of Technical Assessment O ganization

Agreement certificates

State requirements for the use of alternative materials which are the subject of an
Agreement certificate. State requirements for providing Agreement certificates

Samples

State requirements for samples of workmanship, samples of materials for testing, etc.

Condition surveys

State requirements for condition surveys which need to be carried out prior to the
commencement of the works or portions thereof

Inspection of adjoining
properties

State requirements for the inspection with the owners of adjacent buildings and
properties and representatives of local authorities before commencing works that
have the potential to damage surrounding buildings and property

Site cleanliness

Establish requirements for keeping the site clean and tidy

terials

Waste and surplus ma-

Establish requirements for the removal of waste and surplus material including
restrictions on the disposal of such waste and recycling
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Table C.1 (continued)

TOPIC

COMMENTARY

Materials, samples and
shop drawings

State requirements for proof of compliance with materials specifications, samples of
materials and finishes, shop drawings required to amplify the designs of aspects of
the works, use of proprietary materials, etc.

Construction equipment

State minimum requirements for equipment e.g. type, capacity, capability and
condition

Advertising rights

Establish the rights relating to advertisements

Notice boards

State requirements for notice boards, e.g. size, content, placement, design, timing for

removal, etc., including those in respect of all types of subcontractors

Facilities p
contractor

fovided by the

State requirements for facilities to be provided by the contractor, such as constriyc-
tion camps, offices and workshop facilities and those facilities for use by the-employ-
er and his agents. Also state what should happen to these facilities upon)completion
of the contracts

Storage andl laboratory
facilities

State requirements for storage and laboratory facilities

Other facilities and
services

State requirements for all other temporary facilities necessany for providing the
works which are not provided by the employer, including-power, water, telecommu-
nications, security services, medical facilities, fire protection, sanitation and toil¢ts,
and waste disposal

Vehicles and equipment

State requirements for vehicles, computers, survey and testing equipment, office
furniture, etc. provided by the contractor for the use of the employer and his agents

Apparatus,lequipment
and instruments

State requirements for the calibration of the,contractor’s apparatus, equipment ahd
instruments

additions,
and modifica-
Kting works

Alterations
extensions
tions to exi

State requirements for the contractor to satisfy himself that the dimensional accii-
racy, alignment, levels and setting‘out of existing structures or components theregof
are compatible with the proposed’works, and the procedures for notifying the enp
ployer and his agents where this is not the case

Establish procedures for dealing with the detection of defects in work previously
executed that can impact on the works

[rol and set-
he works

Survey con
ting out of {

Provide information-en survey controls and reference levels established by the en-
ployer and statéxrequirements for survey control and the setting out of the works

Existing sefvices

General

State requirements for locating, marking and recording known services identifiefl in
the sitesinformation
Treatment of existing services

State requirements for the treatment of existing services, i.e. their termination,
diversion or continued use, either temporarily or permanently, and set out the pr
cedures relating thereto

Use of detection equipment for the location of underground services

State requirements, as necessary, for the use and availability of detection equipmlent

for the location of underground services
Damage to services

State responsibility for damage to services, known and unknown, and requirements
for working in close proximity to services, etc.

Reinstatement of services and structures damaged during construction

State requirements and reinstatement procedures for the notification and repair of
damage to services, etc.

Water for construction
purposes

State arrangements for procuring, transporting, storing, distributing and applying
the water needed for construction purposes where not made available to the con-
tractor by the employer
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Table C.1 (continued)

TOPIC

COMMENTARY

MANAGEMENT SPECIFICATIONS

Applicable national
standards

Identify all applicable national standards and all values pertaining to specific attrib-

utes relating thereto

Bespoke or generic speci-
fications

Include or make reference to bespoke specifications for the project or generic speci-

fications prepared by the employer which are applicable to the contract

Management of the works

Identify requirements and procedures for managing the site in accordance with the

identified constraints on how the contractor provides the works

State requirements for:

meetings including attendees and records of meeting

reporting requirements e.g. progress reporting

— information
Establish how the contractor is to liaise with the employer and others in §he co-ordi-
nation of access to the site

Mahagement meetings Provide particulars of times, days, location, attendance requirements, etd., as re-
quired, and state requirements for representatives having the necessary delegated
authority with respect to aspects such as planning, change management ind health
and safety

Plahning and program-  |State requirements for "the format of ptogramme, use of specific softwarg, hard or

ming soft copies, level of detail, critical path activities, requirements for risk allowanc-
es and their dependencies, method-statements, frequency of updating, orgler and
timing etc.
Provide particulars of phased completion, programme constraints, milestone dates
for completion, etc. as nécessary

Sequence of the works State requirements for the sequence of the works

Quality management State requiremenits for quality management systems including accreditatfions or

syskems legislative standards

Quality policy statement |State specifieTequirements with which the quality statement and quality]plan are

and quality plan required\to comply including any topics which need to be included

Redording of weather State requirements for the recording and gathering of weather data

Dailly records State requirements for daily records of resources (people and equipmentlemployed)
of site diaries with respect to work performed on the site and where sucl docu-
ments are to be held

Forjmat of commuxica- State formats of different types of communications (e.g. site instructions|requests

tions for inspections) and attach proformas of such documents, as necessary, t¢ the end of
the scope of work
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Table C.1 (continued)

TOPIC

COMMENTARY

Testing, completion, com-
missioning and correc-
tion of defects

State requirements or procedures (or both) for

the use of the works before completion has been certified
handover or beneficial occupation for the whole or part of the works

pre-commissioning and commissioning of the works or part thereof, before and
after completion;

———ertifyinmgcomptetion
— start-up, operation of the works, special arrangements associated with pperaging
plant and machinery, etc.
— training and technology transfer to the employer’s staff and othéers
— takeover
— operational maintenance (if any), after completion
— work which contractors may carry out after completion has been certified| (in
addition to correcting defects)
— preparing to take over
— arranging access for correction of defects
Key personpnel State requirements for a schedule of key;personnel or schedule of contact particuf
lars of key personnel, if required, and'state when the schedule is to be submitted fo
the employer's representative. Attach proformas of such documents to the end of]
the scope of work
Forms for dontract ad- State requirements, if any, for use of standard forms for contract administration
ministratign purposes and attach proforinas of such documents to the end of the scope of work.
Also state if forms aré-available in electronic format
Electronic payments State details required or procedures to obtain electronic payments, as relevant
Payment cdrtificates State requiremeiits for the substantiation of claims in payment certificates to expe-
dite verification and certification by employer's representative
Security arld entrance State requirements for contractor's staff to have security or entrance permits, etg.
permits
Proof of compliance State'specific documents or methods (or both) by which compliance with any legis-
with the lajwv lation is to be verified, as necessary
Accounts apd records Establish requirements for any records to be kept by the contractor including tine
sheets, resource allocation records, equipment records, and specific cost and prof
curement reports and the format and nature of such records
PROCUREMENT SPECIFICATIONS
Procureme t prnr‘t:ldnrﬂc State. rﬂr}nirnmnnfc :\pprnprinfﬂ tothe mpfhnr‘]n]ngy and prnrndllrﬂc whicharet be

followed

Participation of target
groups

State the relevant part of ISO 10845 applicable to the contract and all data, variations
and definitions required, e.g. definitions of target groups, weighting factors, etc.

Restrictions on subcon-
tracting

State any restrictions on subcontracting the whole or parts of the works to others

Scope of mandatory sub-
contract works

Describe work which the contractor is to subcontract to nominated, selected or spe-
cialist subcontractors and if applicable, name such subcontractors

Preferred subcontractors

List approved domestic subcontractors and suppliers, as necessary

Subcontracting proce-
dures

State specific procedures relating to the selection and appointment of subcontrac-
tors, including as necessary selection criteria and requirements for subcontract
documents, calling for competitive tenders and the involvement of the employer and
his agents in the evaluation of tenders
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Table C.1 (continued)

TOPIC

COMMENTARY

tractors

Attendance on subcon-  |State requirements for attendance on nominated and other subcontractors

CONSTRAINTS ON HOW THE CONTRACTOR PROVIDES THE WORKS

Methods and procedures |Establish requirements relating to

the location of borrow pits, disposal of excess materials, deposition o
etc. in earthwork activities

f materials,

WOTK OIT OT adjaceTTt to StrUCtures, Taitway HIEs, Pipetines, Toads, cat
the management and disposal of water on site arising from all cause
access, roads, maintenance of accesses and walkways

cooperation with others on the site

existing premises and adjoining properties

dealing with underground and other existidg-services, cable and pi
and covers

dealing with objects of historical or enyironmental interest
title to materials from excavatien‘and demolition
site records

rules and conduct withirespect to the personnel of the contract
subcontractors

noise, dust, water, waste and other impediments
checking wokk of others

access for other contractors

giving notice of work to be covered up

scaffolding and temporary works

care of the works, plant and materials

establishing and removing equipment from the site
samples and mock-ups

progress photographs

maintenance until completion

les, etc.

be trenches

or and his

plant codification (configuration management)

training of operators

materials storage facilities and samples for tests and inspections to be provided

State responsibilities for the payment of royalties and the like for natural materials
from outside of the site and the disposal of materials from demolitions and excava-
tions and of other surplus material
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Table C.1 (continued)
TOPIC COMMENTARY

General restrictions Describe the restrictions on

— the use of the site, cranes, use of explosives, blasting etc.
— access to the site, parking of vehicles and deliveries
— working days and times

— the use of hazardous materials and storage of fuels and chemicals

— interfaces between the works and existing buildings, services and structurep
— work on occupied buildings / premises

— specific employer and funder policies

Communicgtion system |Detail the communication system that is to be used e.g. internet-lbased collaboratfon
tool, electronic mail system or standard templates

Sharing th¢ site with Identify activities by others on the same site explaining whatyis being done, who i
others doing it, when and how it is being done and for how long and how the contractor is
to interface with those sharing the site

[72)

Environmept require- General

ments and pr r . : ) e
ents and procedures State requirements or constraints (or both) perfaining to the minimizing of dust

nuisance, noise levels, vibrations, surface discharges, emissions, pollution of
streams, effluence discharges and inconvenience to, or interference with, the pulflic
or others arising out of the execution ofthe works

Compliance with authorisations and permits

State any constraints to construction included in environmental authorisations and
licences

Minimising environmental impact

State precautions which/need to be taken to minimise negative impacts on the
environment
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Table C.1 (continued)

TOPIC

COMMENTARY

Health and safety require-
ments and procedures

General

Establish health and safety requirements and make reference to health and safety
specifications, any contract between the contractor and employer, schedules, etc.
Also state when such documents are to be submitted to the employer's representa-
tive. Attach pro formas of such documents to the end of the scope of work

Demonstration of compliance

Establish requirements for demonstrating compliance with health and safety

legislation and requirements for health and safety which are beyond the legislative
requirements

Protection of the public

State requirements for the erection, maintenance and removalupon completion of
hoardings with gantries, fans, safety screens, barriers, aceess gates, covefed gang-
ways, etc. as necessary for the enclosure of the works of potrtions thereof

Barricades and lighting

State requirements for barriers, hoardings, access-gates, fences, access ggngways

and hand-railing, weather protection, temporary lighting and anything else neces-
sary for the security, protection, and safety,of the public, employees of th¢ contrac-
tor and others

Traffic control on roads

State safety requirements and procedures where the contractor has occupation of
public and private roads

Measures against disease and epidemics

State requirements forimeasures to be taken to prevent the spread of dis¢ases and
epidemics

AIDS awareness

State requirements for AIDS awareness campaigns, counselling, etc.

Trafffic on public roads oc-
cugied by the contractor

Establish requirements for safety, clearances, temporary deviations, access to prop-
erties,temporary traffic control facilities, etc.

Establish requirements and procedures for the management of traffic, ropd closures
and work on public roads

Prdtection

Works
State specific requirements for protecting the works against damage and|theft
Existing buildings, structures and services

State requirements and procedures for the protection of and work on exiting build-
ings, services or structures as well as the maintenance of existing servicgs

Trees and vegetation

State requirements for the protection of trees and the preservation of vegetation as
well as the restoration of the vegetation upon the completion of the works

Public

State requirements for protecting the public from site hazards

Permits, way leaves and

Provide information on permits, way leaves obtained by the employer or state

licences requirements for the contractor to obtain permits, way leaves and licences from
authorities
Establish procedures for ensuring adherence to conditions associated with permits,
wayleaves and licences

Confidentiality State confidentiality requirements and restrictions on publicity
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Table C.1 (continued)

TOPIC COMMENTARY
Security Site

State security requirements for the site as a whole and portions thereof
People working on or visiting the site

State requirements for security, vetting and identification of people working on or
visiting the site

Location of facilities pro- |Establish constraints as to the location chosen by the contractor for such facilities
vided by thetomtractor— o the site; amd requitements for drawings of site facitities

Other contfactors on site |Identify other contractors who may be employed on or near the site and are not
included in the contract. Establish which parts of the site they can occupy-and foy
what periods

SERVICES AND OTHER THINGS TO BE PROVIDED BY OR FOR USE BY THE EMPLOYER

Services and other things |Identify services and other things provided by the contractor for‘dse by the emplpy-
for use by the employer |er and others including
and others

— accommodation including meeting rooms

— welfare facilities including catering, sanitation arid recreation
— medical facilities and first aid

— storage facilities

— security arrangements

— telecommunication, computer and copying facilities

— safety equipment and services

— fences, screens and hoardings

— accessroads

— temporary facilities including scaffolding and lifting equipment, cranes and hojsts

— power, water and gas

Plant and npaterials sup- |Provide-details of all “free issue” plant and materials and state procedures associat-
plied by th¢ employer ed therewith as well as the delivery dates

Equipmentfprovided by |Provide details of equipment made available for use by the contractor and set out
the employpr conditions / procedures relating thereto
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TOPIC

COMMENTARY

Services and facilities
provided by the employer

— water: location, quality, approximate pressure, source, etc.
— electricity: location, phase, source, etc.
— telecommunication services: location of lines, etc.

— ablution facilities (nature and location)

State the facilities and the services which are to be provided by the employer including

— accommodation: nature and location
— medical/first aid facilities: nature and location
— fire protection services: nature and location

— other - describe as appropriate e.g. gas
State requirements for the contractor to
— connect to and distribute water, electricity afidtelecommunication g

— provide stand-by or back-up for each service or facility the empl]
provide, in the event of its interruptiow or failure

— clear up and make good when the service or facility is no longer rg
leave the employer's facilities in'the condition they were before the]
first made use of them, fair wear and tear excepted

ervices

oyer might

quired, i.e.
contractor

Ser
pro

vices and other things

vided by the employer

Identify services and other things to be provided by the employer includi
— access to the site

— space for accommaodation including laydown areas

18

C.2

Ser
pro

Vice contracts other

Service contracts other than professional service contracts

than professional service contracts commonly involves the manag

vision of a construction werks related service or the maintenance of construction work

in an existing state, typically over a term, which may include a modest amount of improveme

ren

The
top
for

cert
che
wit

standard sekvices a

bwal and replacement:

topics tabulated-inTable C.2 serve as a checklist for those compiling the scope of work. §
cs might not bé hequired where use is made of standard specifications which establish requirements

s these documents might adequately cover these topics. Likewise,

ain forms-of contract might obviate the necessity for some of the tabulated topics. Furthe
Cklist may 'need to be adjusted as some forms of contract deal with certain aspects of t
hinthestandard conditions of contract.

ement and
5 and plant
nt through

ome of the

the use of
rmore, the
hese topics

Table C.Z2 — Topics to be considered in the development of the scope of work for services

contracts other than professional service contracts

TOPIC

COMMENTARY

DESCRIPTION OF THE SERVICES

Employer's objectives

Describe the employer's overarching objectives for the project, including, if neces-

sary, the time frames for completion and expected outcomes

Explain the “why” (context) and state the specific objectives including out

safety, quality and functionality

comes on
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Table C.2 (continued)

TOPIC

COMMENTARY

services

Background to the

Provide a brief summary of why the service is required which includes the back-
ground and context within which the service will be performed

Include any pertinent information which will enable the contractor to plan and deliv-
er the service

Outline of t

he services

Provide a general description of the services to be provided and the extent of such
services including key deliverables

It may be necessary to describe the environment (context) within which the services

are to take place to enable the contractor to understand the impact on requirements

INFORMATION AND OTHER THINGS PROVIDED BY THE EMPLOYER

Property a
the service

ffected by

Describe the affected property and its condition

Existing in

ormation

List sources of existing information, if any, which are pertinent toherequired se
vice e.g. drawings, manuals, diagrams etc.

Reference

ata

State the reports, surveys, agreements, etc. upon which the eentractor is to base His
service, if any. This information may include past studies,aerial photographs, maps,
or records of surveys carried out in the assignment area

Informatioh and other  |Describe what information and other things that the employer is to provide and by
things proyided by the |when e.g. additional information, equipment, officefacilities, sites, access to people,
employer or employer’s technology systems

Informatioh and other  |Describe what information and other things.that persons other than the employer
things proyided by are to provide and by when e.g. additional infformation, equipment, office facilitieq,
others sites, access to people or employer’s teehiology systems

Acceptancq by others Establish any requirements for persons other than the employer to check and con

firm the acceptability of deliverables prepared by the contractor

ment provi
employer

Facilities and equip-

Hed by the

Describe the facilities, office space, equipment, software, vehicles, telecommunica
tion systems, etc. which thé'employer is to provide

SPECIFICATIONS

General red

uirements

The requirements should state that the service shall satisfy the stated objectives ¢f
the employernrelation to the services identified in the description of services. Rgf-
erence should-thereafter be made to minimum requirements, i.e. what the contraqtor
is expected to provide in relation to specific tasks, or functions in relation to the
serviges-that are to be provided to achieve the expected results

Refenence can be made to generic scopes of work to establish minimum require-
Mments. Alternatively, minimum requirements should be stated to ensure that the
required outputs and deliverables are achieved

The requirements should generally not describe the approach or methodology by
which the results are to be achieved, since these are the task of the contractor

Where appropriate, acceptance criteria should be stated; the desired level of detall;

mainissucstahbhao qr‘r‘r‘nccnr‘

alternativesta he I‘nV‘\C‘{"DY‘ﬂ{‘I hﬂl‘ﬂc(")?“l SHVeys sne-
J

pé
cial analyses, and models; spec1a1 equipment requlrements 1nst1tut10na1 and legal
framework of the project; language requirements; and quality management require-
ments (if needed)

It may also be necessary to establish time frames for deliverables, and reporting
requirements (format, frequency, and content of reports as well as the number of
copies, the language, and the names of the prospective recipients of the reports)

Applicable national or,
international standards

List all applicable national and international standards and provide any associated
data, provisions and variations that make such standards applicable to the contract

standards

Applicable standard in-
dustry or organisational

List all applicable standard industry or organisational standards and provide any
associated data, provisions and variations that make these standards applicable to
the contract
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Table C.2 (continued)

TOPIC

COMMENTARY

Particular/generic spec-
ifications

Attach or make reference to particular (purpose-written) or generic (standard or in-
house) specifications which are applicable to the services

Such specifications should be drafted such that they

contain acceptance procedures to enable compliance to be determined

specify requirements uniquely and unambiguously, and

preferably state what is to be provided and not how it is to he provided

Des

ign requirements

lars of
Kociated

State requirements for items of equipment which the contractor is papticy
his design and level of detail for acceptance and the acceptance critéria‘as
therewith, typically in the form of performance or outputs

Plahning requirements |State planning requirements
Heglth and safety re- Establish requirements for demonstrating compliance with.-health and safety
quifements legislation and requirements for health and safety which are beyond the l¢gislative
requirements
Facjlities and equipment |Specify the facilities, office space, equipment, software, vehicles, telecomrpunication
to e provided by the systems, etc. which the contractor is to provide
conftractor
CONSTRAINTS ON HOW THE SERVICES ARE TO BE PROVIDED
Genjeral constraints Describe restrictions on

the use of the affected property.
— access to the affected property, deliveries and parking

noise and vibrations

working days and hours

use of equipment

the use ofhazardous materials and the storage of fuel and chemicals
polluition, ecological or environmental impacts

work on occupied buildings / premises

specific employer and funder policies

Cor

fidentiality

State confidentiality requirements and restrictions on publicity

Sed

urity and identifica-

tion of people

State requirements for security, vetting and identification of people working on or
visiting the site

Prd
pro

tection‘of'affected
perty

State specific requirements for the protection of the affected property

Prd

tection of the work

State specific requirements for the protection of the work carried out by the contrac-

on the affected property

tor against damage

Management or oversight
structures for the project

Describe any structures that have been put in place, if any, to exercise overall over-
sight and management of the project and indicate how the contractor is to interface
or interact with such structures. Indicate, if relevant, the role and responsibilities of
everybody involved and specify the type, timing, and relevance for each participant

Clarify institutional arrangements for the supervision of the work, if not adequately
addressed in the contract data

Approvals

Identify all those parties from whom the contractor has to obtain approvals and
outline the procedures that are to be followed
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TOPIC

COMMENTARY

Procurement

State requirements appropriate to the methodology and procedures that are to be
followed

State the part of ISO 10845 applicable to the participation of targeted enterprises
and all parameters associated therewith

Access to land, buildings
or sites

Describe arrangements for access to land, buildings or sites and any restrictions
relating thereto

Planning and program-

State requirements for format of programme, level of detail, critical path activities

ming

and their dependencies, frequency of updating, key dates, etc. Provide particulars|of
phased completion, programme constraints, milestone dates for completion, €t¢ hs
necessary

List the activities to be carried out by the employer/client or by others, which are fo

be included in the contractor's programme

Software application for |State any requirements including file format for submission of data’and documents
programming
Quality mahagement Briefly describe
— what quality management systems the contractords xequired to operate
— the intention of the employer or client in terms of the monitoring of quallity
management, who carries out such monitdring (employer, client or agent) and
if the monitoring forms part of a quality“nanagement system or if occasidnal
verification only is required
Format of jommunica- |State formats of different types of communications and attach proformas of such
tions documents as an annexure to the scope of work
Also state requirements for the forntat of documents which are to be retained, e.g
microfilm, computer tapes or CDs; or original form
Key personpnel State requirements for a schedule of key personnel or a schedule of contact particpi-
lars of key personnel, if required, and state when the schedule is to be submitted.
Attach proformas of such’documents to the end of the scope of work, if not provide¢d
for in the contract data
Managemeht meetings |Provide particulars’of times, days, location, attendance requirements, etc., as re-
quired, and state requirements for representatives having the necessary delegated
authority
Forms for dontract ad- |State reéquirements, if any, for use of standard forms for contract administration gur-
ministratign poses-and attach proformas of such documents at the end of the scope of work
Also’state if forms are available in electronic format
Electronic payments State details required or procedures to obtain electronic payments, as relevant

Daily recorfds

State requirements for daily records of time spent, if not provided for in the con-
tract data

Payment cqrtifieates

State requirements for the substantiation of claims in payment certificates to ex-
pedite verification and certification by employer's or client's representative, if not

provided for in the contract data

Property provided for
the contractor's use

List all property to be provided by the employer or client and others for the contrac-
tor's use

Proof of compliance
with the law

State specific documents or methods by which compliance with any legislation is to
be verified, as necessary

Condition surveys

State requirements for condition surveys which need to be carried out and any asso-
ciated reinstatement work

Consideration of others

State restrictions on work to avoid disturbance to the general public or the occupiers
or users of adjacent premises and the affected property

Co-operation with other
service providers

Identify other contractors on the project and establish how interactions are to
take place
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