Please see below, the submission for this Task:
· Tender Submission Draft you prepared – as below 
· Relevant documents you used as reference in preparing the Tender Submission Draft including, but not limited to:  Please refer to the specific Task mentioned below, as I am unable to attach many docs due to space issues within the submission files.  Thank you
· Tender Preparation Document in Task 4 – Please refer to submission under Task 4
· Record of risks in Task 6 – Please refer to submission under Task 6
· Relevant plans, specifications, and project tender documentation – Please refer to submission under Task 1 and 4 (not attached in this folder due to space issues)


RESIDENTIAL PROJECT

TENDER SUBMISSION FOR 123 Residential street, QLD

TENDER DOCUMENTS - STRICTLY CONFIDENTIAL AND USED STRICTLY FOR THIS COURSE STUDY ONLY 
TENDER FORM

	CONTRACT NO
	2023-01

	CONTRACT
	RESIDENTIAL BUILD/RENOVATE – KITCHEN, PANTRY AND LAUNDRY

	CLOSE DATE
	15/01/2023 by 12:00pm



Tenders to be lodged to the address below:

Big Boss
Managing Director
ABC RES COMPANY
1 STREET, ABC LAND, QLD
Australia

Tenders shall remain valid for a period of thirty (30) days from the closing of tenders.

THIS SECTION COMPLETED BY THE TENDERER – Knights CBI
I/We, the undersigned, having examined and acquired an actual knowledge of the whole of this contract document do hereby tender to perform the whole of the Works described in, and in accordance with, the document in the amount of $164681
$ (One hundred and sixty four thousand, six hundred and eighty one dollars including GST) 
Date 15/1/2023
Name Noreen Abu-Obeid
On behalf of Knights CBI
ABN-12345678910 
Postal Address Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
Print Name: Noreen Abu-Obeid
(Full Name of Firm/Individual): Knights CBI
Signature:  NAO
Date 12/12/2022
Witness: HIM



DECLARATION

All Submitted information will be treated as confidential. 
I, NOREEN ABU-OBEID (Print name ), of Knights CBI (Tendering Organisation), do hereby solemnly declare and affirm the following ; 
1. I hold the position of Estimator/Contracts Administrator/Project Manager, and am duly authorised by the tendering organisation to lawfully proclaim the following and, after having made due inquiry believe the following to be completely accurate to the best of my knowledge. 
2. Neither the Tenderer nor the Tenderer’s Agents have entered into any contract or agreement to offer payment of any kind to a trade association, representative of the Superintendent or representative of the Principal in the event of a winning tender by this Organisation. 
3. Neither the Tenderer nor the Tenderer’s Agents have had any knowledge of the price of tenders submitted by it’s competitors nor did the Tenderer furnish the price of the enclosed tender to any source external to the Tendering Organisation prior to the close of the tender date as specified within this Contract. 
4. Neither the Tenderer nor the Tenderer’s Agents have entered into any contract or agreement to offer payment of any kind to an unsuccessful Tenderer in the event of a winning tender. 
5. The Tenderer is not aware of any facts which would affect the decision of the Principal in accepting the tender nor has the Tenderer attempted to acquire information relevant to the tender award process by soliciting the Principal, the Superintendent or their Representative’s Agents. 
6. Neither the Tenderer nor the Tenderer’s Agents have entered into any agreement with other Tenderers or third party which results in a payment of unsuccessful Tenderer’s fees. 
7. The contents of this document are true and correct to the best of my knowledge and in no way have been written under duress of any form. 
I make this solemn declaration as to the matter aforesaid, according to the law in this behalf made, and subject to the punishment by law provided for any wilfully false statement in any such declaration. 
Signature of Tenderer : NAO Subscribed and declared at : Knights CBI on This : 12th Day of December (Year)2022
Witness: HIM


BUSINESS STATUS

Company Name: Knights CBI
ABN-12345678910 
Directors – xyz 
Project manager – Noreen Abu-Obeid
Estimator/Contract administrator – Noreen Abu-Obeid
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567



CERTIFICATION 
I certify on behalf of Knights CBI (the Tenderer), that to the best of my knowledge: 
· none of the Proprietors, Directors, Managers have ever been bankrupt or a Director, Manager or Secretary of a Company that is being or has been wound up (whether voluntary or otherwise), and; 
· the business is not trading under: 
· an arrangement and/or reconstruction (ie. restructuring a public company)
· receiver and management
· official management
· an arrangement with creditors without sequestration (ie without the proprietors being made bankrupt) 
Signed: NAO
Date:15/1/2023
For: Knights CBI
Position Held: Estimator/Contract administrator/Project Manager

BANK GUARANTEE REQUIREMENT

All submitted information will be treated as confidential
Under the General conditions of the Contract for this Project, the progress payments issued by the Client to the Tenderer, Knights CBI, will be made on a monthly basis

PARTICULARS OF TENDERERS
	Name of Tenderer
	Knights CBI

	Address
	123 Mystreet, Myland, QLD

	Phone
	1234567

	Name of Client
	ABC RES COMPANY

	Contract Description
	RESIDENTIAL BUILD/RENOVATE – Kitchen, Pantry and Laundry

	Project Duration (months)
	Two months 

	Tender Price
	$164681

	Monthly expenditure
	$82340.50



Financial Institution to complete information below:
	Name of Financial Institution
	Big Bank

	Branch 
	Mid town branch

	BSB
	012345

	Account
	67891011

	Phone
	007



I, Mr Banker (name of Bank representative), based upon the information given above in addition to that information available to the financial institution, believe Knights CBI (the Tenderer) is capable of meeting the financial requirements of this project.

Signature:  Banker
Witness: Mr Goodeye
Date: 11/01/2023


INSURANCE

WORKERS COMPENSATION
POLICY NUMBER - 456
NAME OF INSURER - DEF
DATE OF EXPIRY – 1/1/2025

PUBLIC LIABILITY – 10M
POLICY NUMBER - 789
NAME OF INSURER -GHI
DATE OF EXPIRY – 1/1/2025

Signed: NAO
Date:15/1/2023
For: Knights CBI
Position Held: Estimator/Contract administrator/Project Manager


DECLARATION – OCCUPATIONAL, HEALTH AND SAFETY

The Tenderer must complete and submit with tender.  All information will be treated as confidential.

I, Noreen AO (name), of Knights CBI (Tenderer organization), have read and understood ‘Conditions of Tendering’ as provided below:

The Contractor shall: 
(a)  Comply with all requirements of the contract and all statutory requirements for Occupational Health and Safety. 
(b)  Ensure that each of its Subcontractors and Workers comply in like manner. 
(c)  Demonstrate to the Client whenever requested that requirements of the contract and statutory requirements for Occupational Health and Safety are being met. 

The tenderer shall certify on the form provided that safety requirements of the works undertaken in the contract and statutory requirements for Occupational Health and Safety are capable of being met. 
Where inappropriate or inadequate provision of Occupational Health and Safety Management by the Contractor or Contractor’s subcontractor results in costs, losses or damages incurred by the clients or claims by third parties against the client for either direct or consequential costs, losses or damages, the Contractor shall be liable for costs, losses or damages associated with any claim including but not limited to administration and legal costs incurred by the Client in resolving such claim. 
I declare and affirm that the Contractor shall fully comply with ‘Conditions of Tendering’ 

Signature: NAO
Date: 10/1/2023


Knights CBI PARTICULARS - PERSONNEL 
The Tenderer must complete and submit with tender All Submitted information will be treated as confidential 
Provide the names of all key personnel who will be engaged by the contractor in the execution of work covered by this contract. 

CONTRACTOR – FAO 
Qualifications – Diploma in Building and Construction and Building Licence

KEY PERSONNEL 
Name FA
Company role Site supervisor
Years of experience 10
Qualifications Dip in Bldg

Name SB
Company role Leading Hand
Years of experience 8
Qualifications Dip in Bldg


Knights CBI PARTICULARS – CURRENT COMMITMENTS
The Tenderer must complete and submit with tender 
All Submitted information will be treated as confidential

List current projects Knights CBI is engaged in or committed to
Project name: Res office
Client: RES HOME COMPANY
Contact details: Mr Superman
Site address: 111 Res Street, QLD
Contract amount: $925000
Estimated completion: 18/2/2023
Description of works: New build, 3 bedroom, 2 bathroom, garage and verandah


Knights CBI PARTICULARS – PROJECT HISTORY
The Tenderer must complete and submit with tender All Submitted information will be treated as confidential
List current projects Knights CBI has completed in the last 10 years
Introduction: We are a fully licenced family business who prides itself on its family culture and an Australian master builder over the past decade.  Our team has the local knowledge, skills, experience, technical expertise and capacity to deliver value and quality in projects we undertake. Our Projects consists of high-quality renovations, alterations, extensions, new builds to the needs of our customers and offer high standards for safety, quality and integrity. And we take pride in that we understand the skills, knowledge and expertise needed for the project, by understanding properly the information related to the evaluation criteria in place and reflect the procurement’s level of complexity
Project name:
Client:
Contact details:
Site address:
Contract amount:
Duration of project:
Description of works:


Knights CBI PARTICULARS – PRIOR TERMINATION OF PROJECTS
The Tenderer must complete and submit with tender All Submitted information will be treated as confidential
Has Knights CBI ever failed to complete a Project? No
If Yes (Y), provide details:  N/A


Knights CBI PARTICULARS – SUBCONTRACTORS/SUPPLIER REGISTER
The Tenderer must complete and submit with tender All Submitted information will be treated as confidential
Details of selected subcontractors/Suppliers expected to use to execute the Works under the terms of this contract

	CONTRACTOR/SUPPLIER
	CONTACT DETAILS
	DESCRIPTION OF WORKS/MATERIALS

	Builder
	0123
	As per contract

	Carpenter
	1456
	As per contract

	Electrician
	0789
	As per contract

	Plumber
	0456
	As per contract

	Tiler
	1234
	As per contract




Knights CBI PARTICULARS – MACHINERY/ EQUIPMENT
The Tenderer must complete and submit with tender All Submitted information will be treated as confidential
Details of Major Equipment and Machinery proposed to execute the Works under the terms of this contract

	MAKE/MODEL
	DESCRIPTION
	OWNED/LEASED

	Jack Hammer
	For demolition
	Leased



CONTRACT
TYPE: Lump sum, Commercial contract
Contract Price $164681

SCOPE OF WORKS:
Scope of works – Residential Build – Kitchen, Pantry and Laundry to design and execute the job. This home kitchen remodelling will begin with a planning and design phase that will ensure all requirements and preferences for the customers, demolition, and construction are met, while being cost-efficient. Includes preliminaries, demolition, plumbing, electrical, carpentry, tiling, window and door installation and removal of debris and site clean-up
Moreover, all materials will be cleared from site on completion of the project, leaving site clean and tidy as we found it.

Any additional jobs will be negotiated and agreed by both parties. 

Preliminaries
Home warranty fees
Contract fees

Site Works – Foundations & Connections
Slabs to be chased to allow for new plumbing
Plumbing and Electricity cap off and reconnections
Plumbing and Electricity dis-connections to existing serviceable connection points and connections
Water dis-connection and connections from pre-tapped water main
Duct work for bench mount exhaust to run through back of drawers and wall to external wall and motor

Energy Efficiency
6 Star Rated as per government regulations
Energy efficient LED lights to dwelling, fluorescent lights 
Power requirements for living area to be determined by client
Cooktop downdraft ventilation system

Windows and Doors
New fixed glass window to existing opening
Enclose wall above and below to match existing 
Window tint to be discussed with client
New doors to match switch opening with screens
New doors to match triple slider with screens
New Laundry door location cavity slider to match existing
Tambour door in kitchen
New Laundry window to suit existing opening width over dishwasher
Requirements as per specification list below

Kitchen 
Demolish existing kitchen and make good
Laminate finish cupboards with manufactured stone bench tops in the standard
Builders range, including waterfall ends
New stud plasterboard wall to be build
Finger pull cupboards
Overhead cupboards with push catch doors
Drawers with integrated tip-on function
Stainless steel kickplate
Coffee nook
Bottom drawer with dividers for baking tray storage
Pull out drawer for bin, top mount 2x35L bucket
Single bowl undermount sink
Secondary drawer with dividers – potential – tbc
Requirements as per specification list below

Pantry
Finger pull cupboards
Double bowl undermount sink
Base mount bin 2x20L bucket
Free standing dishwasher
Pantry with adjustable shelves
Pantry with pull out internal drawers
Requirements as per specification list below

Laundry
Finger pull cupboards
Pull out shelves for washing basket flat top with undermount runners
Plumbing connection to washing machine drain hose
Plumbing connections through cupboard below laundry chute
Laundry chute
Requirements as per specification list below

Flooring and Tiling
New timber look tile flooring to be selected by client
Ceramic tile or colour back glass splashback
Kitchen – timber look tiles to match floors and will be selected by client
Laundry - ceramic tile or colour back glass splashback
Requirements as per specification list below

Electrical
Single phase underground power connection from existing supply point. 
Recessed led strip light under overhead cupboards
Led light strip under island bench
Cooktop isolation switch
Requirements as per specification list below

Plumbing
Water connection for fridge in overhead cupboard 
Plumbing connection to washing machine drain hose
Plumbing connections through cupboard below laundry chute
Requirements as per specification list below


SPECIFICATIONS

FINISHES
	2P01
	SATIN 2Pac MDF DULUX ROTTNEST ISLAND SW1B6

	CT01
	SPLASHBACK - SNOW BRILLO TILE SC19 A7615, AMBER TILES OR COLOUR BACK GLASS TO MATCH CABINETS.

	ST01
	STONE TOP - CAESARSTONE 6131 BIANCO DRIFT

	ST02
	STONE TOP - CAESARSTONE 4600 ORGANIC WHITE

	BS01
	BRUSHED STAINLESS STEEL LAMINATE

	T01
	TBA TO MATCH FLOORS - CLIENT TO SELECT




APPLIANCES
	FRIDGE
	CLIENT TO SUPPLY

	OVEN
	CLIENT TO SUPPLY

	MICROWAVE / OVEN
	CLIENT TO SUPPLY

	COOKTOP
	CLIENT TO SUPPLY

	DISHWASHER
	CLIENT TO SUPPLY

	DRYER
	CLIENT TO SUPPLY

	WASHING MACHINE
	CLIENT TO SUPPLY




CABINETRY
	TYPE 1
	BLUM TANDEMBOX ANTARO DRAWER M - DQC2QM

	TYPE 2
	BLUM TANDEMBOX ANTARO H. FRONTED PULL-OUT C - DQC5JY

	TYPE 3
	BLUM TANDEMBOX ANTARO H. FRONTED PULL-OUT D - DQC69A

	TYPE 4
	BLUM TANDEMBOX ANTARO INNER PULL-OUT C - DQCAHA

	TYPE 5
	BLUM TANDEMBOX ANTARO INNER PULL-OUT D - DQCB6M

	BIN KIT.
	TOP MOUNTED CR235D HIDEAWAY BIN, 2x35L

	BIN PAN.
	BASE MOUNTED KCF220SCH HIDEAWAY BIN, 2x20L

	HANDLE
	URBANE CASTELLA 192mmCTC

	
	WHERE POSSIBLE DRAWERS AND DOORS TO BE HANDLESS OR PLUM TIP-ON FUNCTION



PLUMBING
ISLAND & LAUNDRY - FRANKE ANCONA SINGLE BOWL UNDERMOUNT SINK – ANX 110-48
PANTRY - FRANKE ANCONA DOUBLE BOWL UNDERMOUNT SINK - ANX 120
ISLAND & PANTRY - MIZU DRIFT MK2 GOOSENECK SINK MIXER PULL-OUT
LAUNDRY - MIZU SOOTHE SQUARE GOOSENECK SINK MIXER

ELECTRICAL
	D1
	CONTRACTOR TO SELECT WITH CLIENT

	P1
	BEACON HERMAN 1 LIGHT PENDANT

	LED
	14 WATT LED TAPE + RECESS LED PROFILE




DO0RS AND WINDOWS
	D1
	NEW TRIPLE SLIDER WITH SCREENS TO MATCH EXISTING PROFILE & COLOUR

	D2
	NEW SLIDER WITH REVERSED OPENING WITH SCREEN TO MATCH EXISTING PROFILE & COLOUR

	D3
	NEW CAVITY SLIDER TO MATCH EXISTING DOORS AND HARDWARE

	W1
	NEW FIXED GLASS WINDOW TO SUIT EXISTING OPENING WIDTH FRAME
COLOUR TO MATCH EXITING
TINTING TO BE DISCUSSED WITH CLIENT




PRELIMINARIES
General conditions – all builders/tradespeople on site to be licenced appropriately
Site temporary works - Temporary works: Provide and maintain required barricades, guards, fencing, shoring, temporary roadways, footpaths, signs, lighting, watching and traffic flagging. 
Site Accessways, services: Do not obstruct or damage roadways and footpaths, drains and watercourses and other existing services in use on or adjacent to the site. Determine the location of such services. 
Site and Property: Do not interfere with or damage property which is to remain on or adjacent to the site, including adjoining property encroaching onto the site, and trees. 
Occupational Health and Safety – as per WHS

QUOTATION

This Building Tender price includes GST and remains current for 60 days from the date of this document if the balance initial deposit is paid.

	Description 
	Quantity 
	Unit Price
	Cost

	Demolition
	17
	$‎	710
	$‎	12,070

	Kitchen 
	30
	$‎	1,500
	$‎	45,000

	Butlers Pantry
	12
	$‎	1,500
	$‎	18,000

	Laundry
	10
	$‎	1,500
	$‎	15,000

	Plumbing
	25
	$‎	350
	$‎	8,750

	Electrical
	25
	$‎	250
	$‎	6,250

	Building / Carpentry
	30
	$‎	500
	$‎	15,000

	Tiling
	130
	$‎	130
	$‎	16,900

	Butlers Pantry - Fixed Glass Window
	3
	$‎	650
	$‎	1,950

	French Doors - Triple Slider
	7
	$‎	720
	$‎	5,040

	Dining Room Slider - Reverse Opening
	5
	$‎	650
	$‎	3,250

	Removal of Debris
	5
	$‎	500
	$‎	2,500

	
	
	
	

	
	
	Subtotal
	$‎	149,710

	
	GST
	10.00%
	$‎	14,971

	
	
	Total
	$‎	164,681



PAYMENT OF THE WORKS
Anticipated progress payments 
General: At commencement of the works, submit a schedule of anticipated progress claims which will be made throughout the contract. Submit a revised schedule with each progress claim. 
Purpose of submission: Information only. 

DELIVERABLES
Knights CBI will deliver the Project within 60 days of commencement of Project

It shall be the responsibility of Knights CBI to ascertain all information relating to the services, the works and site conditions that may affect the progress or method of performing all services and works as specified within the scope of this contract and to prepare for every contingency that may arise. It is further understood that just provision for these contingencies have been accounted for, implicitly or explicitly within the lump sum price submitted. 

All work shall be completed in accordance with all the latest editions of relevant or listed Australian Standards (defined hereafter as Standards) and Codes of Practice and conforming to all requirements of the Building Code of Australia (BCA). 

All materials, unless otherwise specified by the Superintendent, are to be new and of the highest quality and installed in accordance with the manufacturer’s specifications and industry best practice. 
Completion: Prior to Practical Completion, submit a detailed schedule of defects and incomplete work to the Superintendent indicating that each item has been corrected or completed to satisfaction 
RISKS
	Risk
	Probability (likely/mod/unlikely)
	Impact
	Severity (min/mod/catastrophic)

	Breach of contract
	

Likely
	When a breach of contract occurs, the construction project may be suspended until both contracted parties come to a decision or an agreement. This can be sorted in person, in house and /or in courts. 
	

Minor

	Project delay
	

Likely
	Project delays extend the overall duration of project activities and entail an increase in project costs. This can lead to increased cost, increased timeframe and sometimes termination of contracts
	

Catastrophic

	Payment disputes
	

Likely
	Payment disputes could lead to delays in the project since contracted parties might need to arrive at an agreed decision before project operations can proceed, as sometimes certain costs cannot be met causing further delays.
	

Moderate

	Delay in progress payment
	

Likely
	Delays in progress payment cause delay in project progress, affecting the schedule of work and leading to cost overrun and extension of time.

	

Moderate

	Extension of Project completion dates
	
Unlikely
	When materials are not delivered on time, the schedule for tasks are delayed in turn the overall cost of the project increases.
	
Minor

	Weather
	
Unlikely
	Weather conditions like storms, high wind, rain, severely hot to cause heatstroke’s can cause project delays and ruin equipment
	
Moderate

	Labour shortages
	

Unlikely
	Shortage of labour affects the scope and quality of work as we could be forced to hire underqualified workers or less qualified workers, due to the need and demand. 
	

Moderate

	Failure to anticipate labour costs
	

Unlikely
	Failure to anticipate labour costs will lead to additional costs to be able to pay for those hired for the project. This could lead to an overall increase in the project cost.
	
Moderate

	Failure to anticipate material costs
	
Likely
	Failure to anticipate material costs will lead to additional costs to purchase the necessary construction materials and can lead to an overall increase in the project cost.
	
Catastrophic

	Funding shortfalls
	

Unlikely
	Funding shortfalls will lead to the allocation of additional costs for the funding the project. This would increase the overall cost of the project. Also processing requests for additional budget can take time therefore delaying the project completion date.
	

Catastrophic





BUILDING TENDER NOTES

NOTES TO TENDER – Conditional Offer:
This Tender is subject to:
· the Client entering into a Building Contract with Knights CBI;
· the Client entering into a preliminary agreement for early services and 
· the Client entering into a contract for scope of works
occurring within 30 days from the date of this Tender.

The Client acknowledges that there has been no allowance made by Knights CBI for additional works which has not been expressly identified or detailed in this Tender.

The following items must be attended to, and necessary documents provided to Knights CBI after acceptance of the Tender;
· The Client must complete and sign and return back to Knights CBI, the letter of authority to commence construction (Authority to Commence) and the Client must provide evidence satisfactory to Knights CBI of its capacity to pay.

BUILDING TENDER ACCEPTANCE
BUILDING TENDER ACCEPTANCE
1. I/We acknowledge that I/we have read and understood the Tender, including the standard
conditions and home inclusions and that I/we have discussed it with a representative of Knights CBI

2. I/We understand that this Tender is subject to and conditional on a Building Contract being
entered into by me/us and Knights CBI and that this Tender will form part of the Building
Contract and its conditions.

3. I/We accept that the amount identified in this Tender is only valid if:
a. I/We enter into an unconditional Building Contract with Knights CBI within the 30 days. 
b. If for any reason out of the control of Knights CBI a Building Contract is not entered into within this time, the price may be reviewed

4. I/We enter into a Preliminary Agreement with Knights CBI for early services.

5. I/We hereby instruct Knights CBI to complete associated construction documentation on
my/our behalf under and pursuant to the Preliminary Agreement.

6. I/We will make payments to Knights CBI, when required as per the contract and
building agreement 

7. I/We acknowledge that the copyright on all plans and sketches designed and or prepared by
Knights CBI remain the property of Knights CBI and nothing in this agreement gives the
right to me/us to use or copy any part of plans and sketches or to license anyone else to use or
copy plans and sketches without the prior written consent of Knights CBI 

8. I/We acknowledge that I/we have read and understood above points 1 to 8 and I/we accept the
tender price and conditions.

Client Signature
Date

Client Signature
Date



KNIGHTS CBI STANDARD CONDITIONS

The Client acknowledges acceptance of the following standard conditions and requirements;

1. Finance may be required, and the client acknowledges that if finance is needed for the scope of works, they will submit a formal loan application within 5 days of this quotation being accepted.
2. The client will endeavour to provide Knights CBI with evidence of their formal loan approval within 10 days of acceptance of this tender, which demonstrates the client has sufficient funds to complete the purchase.
3. Contracts and Building Agreements provided to the client are signed and returned within 7 days to Knights CBI once the finance condition is satisfied.
4.  Payment of initial $1,000.00 deposit towards the reserving the job. 
(Note 1: Payment of 10% of the Building Contract value is required once finance is approved or invoiced by Knights CBI, as deposit. 
Note 2: The balance of payment will proceed as progressive payments as per the Contract
5. Loan documents are to be signed by the clients in accordance with their lender’s instruction, and once available provide Knights CBI with the lender’s written ‘Authority to Commence’ to ensure that construction proceeds in accordance with the terms of the Contracts.
6. It is acknowledged by the client and Knights CBI that this is a fixed price building quotation for specific works and inclusions noted within the quotation. Unless otherwise stated within this building quotation variations will be undertaken as an additional charge and will be documented and agreed by both parties prior.
7. It is acknowledged by the client that no plan changes, variations and/or colour selections will be accepted with this Building Contract. (In exceptional circumstances where any changes are accepted by Knights CBI the client will incur a minimum $400.00 administration fee in addition to the cost of any materials required to comply with the plan change, variation and/or colour selection.)
8. Knights CBI do not permit the use of client supplied items and/or labour, unless agreed upon by both parties prior.


ORGANIZATIONAL PROCESS

PROCUREMENT PROCESS 
This involves:
· After the tendering process is complete and selected
· Create and submit a purchase request
· Procurement planning and selection of type of procurement route – considerations that may affect the selection of a procurement route and look for speed, cost, quality, any constraints, risks, ownership and financing abilities
· Identify suppliers
· Requisition review
· Negotiate terms of contract with selected supplier
· Solicitation process
· Evaluation and contract
· Finalize the purchase order
· Order management
· Invoice approvals and disputes
· Record keeping

PROCUREMENT PROCEDURE
This involves:
· In selecting the appropriate type of procurement route for the project involved, mainly contractor led or design and build, lump sum contracts, management contracts, etc
· After recognizing the need for the product or services and consulting with the appropriate team and/or procurement managers, a budget will be set and spending assessed
· A purchase request is submitted and reviewed.  Once approved it becomes a purchase order
· Assess and select appropriate vendors that meet the key requirements.  Send a request for quotation to the various vendors, so that the procurement team can compare the prices and select the appropriate option.  This does not only include prices, but also check if the vendor can offer good communication, have good company ethics, are accountable and have good production capabilities.  Ensure building good relationships with the supplier as this unlocks better savings, service and delivery gaining maximum value in the long term
· Negotiate contracts with the selected vendor.  You must outline and agree to pricing as well as details like delivery schedules, specific terms and conditions.
· After the final contract is approved then finalize the purchase order ensuring it contains the total costs/price, detailed description of the goods/services, the quantity and any other specific terms and conditions
· Once goods/services delivered, a responsible person(s) should check that all standards have been met including delivery times/deadlines, product quality, product quantity.  If any issues are noted, then one can reject the delivery and discuss solutions with the supplier.  Clear communication with the vendor is key in the event of any delivery problems

BILLING PROCESS 
This involves:
· Send invoices to client as per contract agreement and on time
· Ensure invoices are clear and accurate 
· Practice short payment terms unless agreed on contract terms
· Encourage early payment and penalize late payments
· Follow-up on invoices
· Ensure contracts cover penalties on late payments and back charges where applicable
· Ensure good record keeping is maintained

BILLING PROCEDURE 
This involves:
· This indicates the sale or supply from the business to the client
· Ensure invoices are clear and accurate including dates, names, addresses of both parties, description of goods/services, price and quantities and terms of payment
· Ensure to check contractor/subcontractor hours worked and priced accurately by verifying the work, scope of works as per their contract document and checking for any double payments made.  Where required you may request for supporting documentation for the records
· Send invoices on a timely manner
· Ensure to state the terms or credit terms on the invoice and prevent longer payment terms as this can lead to higher debt ratios affecting the company’s finances
· Encourage early payment and penalize late payments
· Follow-up on invoices in a timely manner as these can easily get missed, lost in a pile with other invoices or forgotten.  Follow up with phone calls or emails and keep a record of the same, for future references.
· If invoices are unpaid, ensure to follow up or make payment demands and take action accordingly as they may have breached the contract

COMMUNICATION PROCESS 
This involves:
· Verbal communication in person or phone
· Nonverbal communication in texts or signs or signals
· Written communication via email or write ups
· For any Projects, establish a communication chain of command that is easily identifiable in contracts for any communication between the client, ourselves and any other third parties involved eg) engineer or architects
· Ensure to choose the right communication method for relaying the message
· Methods of communication for specific tasks and information sharing should be established early on in the project and agreed upon by all stakeholders.
· Listen carefully
· Avoid confusion, be clear and concise and professional

COMMUNICATION PROCEDURES
This involves:
· Effective communication is vital to the successful completion of any construction project. Good communication can improve teamwork and lead to better project collaboration. Poor communication can result in misunderstandings, delays, and issues down the road
· Communication of command is to be followed precisely. 
· The architect is responsible for communicating with its consultants
· The Contractor is responsible for communicating information to its suppliers, subcontractors and workers.
· The contract documents, including the drawings, specifications, change order forms and requests for information establish the basis for all construction communication. It is important that any direct communication not outlined in the contract documents receives proper authorization and any changes to the scope or schedule that need to be made are documented and reported through the proper channels.
· Establishing a clear line of communication that includes identifying points of contact with contact information for key team members is vital to ensuring that information is getting to the right people in a timely manner.
· In Projects and on the construction site, we communicate through signs, drawings, hand signals, and meetings. We compile daily reports, take photos, create requests for information (RFIs) and review change orders. Items like RFIs, change orders and daily reports are usually laid out in the contract documents with their own specific forms and submittal procedures that have to be followed.  Ensure this is adhered to, if it is the case.
· There is also a host of project collaboration software solutions available that will allow you to quickly share and disseminate information to all stakeholders on a project. All changes and project documentation can easily be stored and updated so everyone has access to the most up-to-date information. These software solutions and mobile applications can be a great tool for effective communication as long as all stakeholders have access to it, have been properly trained, and are committed to using it.  If this is being used for any Project, then ensure all parties concerned are informed so that all communication goes through this path.
· Methods of communication for specific tasks and information sharing should be established early on in the project and agreed upon by all stakeholders. Any deviations from the prescribed methods of communication could result in messages not being received by the intended parties in a timely manner causing delays in the project.
· Your message should be focused and to the point. Keep it short and simple as much as possible. If you are working on multiple projects with the same owner or architect, focus on only one project at a time to avoid confusion. Proofread all written messages before sending them to see if you can edit them down without altering the meaning or leaving out any critical information. Be Professional.

QUANTITATIVE DESCRIPTIONS 
This entails a numerically based description that pertains to attributes and characteristics and numeric variables eg0 how many, how much, how often.  These can be counted and measured and represented in mm, m, sqm, cubic meter, pieces, weight, size, test score, price, etc

QUALITATIVE DESCRIPTIONS 
This entails data that measures types and could be represented by a name, symbol or code and represent categorical variables eg in types/categories.  This is mainly descriptive.
Some exạmples are hardness, malleability, electrical conductivity, photos, documentation, plans, drawings, videos, descriptions, etc

