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CPCCBC4013 
Prepare and evaluate tender documentation 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4013 Prepare and evaluate tender documentation cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Michael Trott

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Workbook 
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for CPCCBC4013
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
 Workbook
 Practical Assessment
 Bill of Quantities created
 Tender Submission Draft
	 Completed tender documentation
 Client Acceptance Forms
 Tender Submission Evaluation Checklist
 Completed client contract



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref131489280]Discuss what information is needed to prepare tender documents.

	[bookmark: _Hlk85785851]Answer
	Scope of works
Plans
Contract
Budget
Exclusions
	




[bookmark: _Ref131489283]Explain how you determine which tender documents and contracts to select.

	Answer
	To determine which tender documents and contracts to select, you need to evaluate the project's specific needs and match them to the appropriate procurement and contractual approach.
	




[bookmark: _Ref126912075]Briefly outline the following Australian Standards that are relevant to tender and contract documentation.

	Answer
	Australian Standard
	Description
	

	
	AS 4120
	The AS 4120 Standard (Code of Tendering) is highly relevant to tender and contract documentation as it establishes principles and practices for ethical, fair, and transparent tendering processes.
	

	
	AS 4000
	The AS 4000 Standard (General Conditions of Contract) is directly relevant to tender and contract documentation as it provides a framework for managing construction contracts in a clear, fair, and standardised way.
	

	
	AS 4950
	The AS 4950 Standard (Formwork Code of Practice) is relevant to tender and contract documentation in construction projects as it provides guidelines for the safe design, construction, and use of formwork.
	




[bookmark: _Ref131491774]How do you determine the structure and operations of workplace costing, tendering and contracting system?

	Answer
	To determine the structure and operations of a workplace costing, tendering, and contracting system, you must align it with organisational goals, define clear workflows, assign responsibilities, integrate compliance and risk management, and utilise tools and policies for consistency and efficiency. Regular monitoring ensures the system evolves with changing needs.
	




[bookmark: _Ref131494002]How is the NCC relevant in preparing and evaluating tender documentation?

	Answer
	The NCC is essential in preparing and evaluating tender documentation as it ensures compliance, sets technical benchmarks, and promotes safety, sustainability, and fairness. Its inclusion helps mitigate risks, ensure legal and regulatory alignment, and streamline the tender evaluation process.
	




[bookmark: _Ref131494009]Discuss three (3) risks associated with tendering that must be considered and recorded during the evaluation of contracts and tender documents.

	Answer
	1. Non compliance with specifications and standards


2. Underpricing or Unrealistic Bids


3. Contractor Capability and Performance
	




[bookmark: _Ref131495634]Listed below are circumstances that pose risks associated with tendering. Explain how each circumstance can impact project time and/or cost.

	Answer
	Circumstances
	Impact on project time and/or cost
	

	
	Delivery delays that extend project completion dates
	When construction items are not delivered on time, the schedule for performing construction tasks will have to be stretched, and the overall cost of the project will increase.
	

	
	Labour shortages
	Since the labour force influence the overall productivity in construction projects, a shortage of labour means low construction quality since contractors are forced to hire underqualified workers. This may further result in costly project delays
	

	
	Weather
	Since a significant proportion of construction activities are highly-weather sensitive, weather conditions (e.g. high wind, rain, storms, snow) can cause significant project delays. This includes postponing construction tasks during certain weather conditions to protect equipment.
	

	
	Failure to adequately anticipate labour costs
	Failure to adequately anticipate labour costs will lead to additional costs to give proper compensation to construction personnel hired for the project. Ultimately, this could lead to an overall increase in the project cost.
	




[bookmark: _Ref131495646]Listed in the table below are tender documents. Explain the significance of each document in preparing a tender.

	Answer
	Document
	Significance
	

	
	A letter of invitation to tender
	This document formally invites contractors to submit their bids for the project. It sets the tone for the tendering process, providing essential details like the project overview, submission deadline, and any specific requirements or instructions. It ensures all potential tenderers have the same starting information and understand how to participate
	

	
	Form of tender
	This is the document tenderers use to formally submit their offer. It typically includes the contractor's bid amount, acknowledgment of the tender documents, and agreement to abide by the terms and conditions. It provides a standardised format, making it easier to compare bids and ensuring all tenderers accept the key terms of the process.
	

	
	Pre-construction information
	This document outlines critical project details needed for tenderers to prepare accurate and competitive bids. It includes information on site conditions, health and safety requirements, and project-specific constraints. By providing this information upfront, it minimises misunderstandings and allows contractors to plan their approach effectively.
	

	
	Site waste management plan
	This outlines how waste will be managed during the project, including disposal, recycling, and reduction strategies. Its inclusion ensures compliance with environmental regulations and demonstrates the client’s commitment to sustainable practices. Tenderers can use it to account for waste management costs in their bid.
	

	
	Contract conditions
	These are the terms and legal framework that govern the project, including payment terms, dispute resolution, timelines, and responsibilities of each party. They set clear expectations and reduce the risk of disputes. Tenderers can assess these conditions to ensure they are agreeable before submitting their bids.
	




[bookmark: _Ref131496770]What is the likely impact on the project cost if you fail to adequately anticipate the material costs?

	Answer
	Increased project costs
	




[bookmark: _Ref131496772]What is likely to occur if you allocate too much funding for materials and not enough for labour costs?

	Answer
	Reduced workforce quality
	




[bookmark: _Ref131496774]What is the likely impact on the project cost if you fail to adequately anticipate funding amounts?

	Answer
	Budget overruns 
	




[bookmark: _Ref131496775]Discuss the risks related to industrial disputes caused by misunderstandings or overt actions.

	Answer
	Reduced productivity and quality issues
	



[bookmark: _Ref131496778]What is likely to occur if a key player in the project defaults or is not performing according to their responsibilities?

	Answer
	When a key player defaults or fails to perform, it can lead to delays, increased costs, quality issues, legal disputes, and reputational damage. Proactive planning, clear communication, and robust monitoring can help mitigate these risks and ensure the project's success.
	




[bookmark: _Ref131497577]Read the following clause of an agreement between the client and builder and discuss the key risk exposed through the clause that works against the builder.

Where failure to perform or any delay in the part of the building organisation is caused by events outside the building organisation’s control (e.g. civil commotion, acts of god, war, inability to acquire raw materials), duties and obligations of the building organisation shall be suspended for the duration of the event provided that both parties arrive at a mutually acceptable compromise; however, if such a reasonable compromise cannot be reached, either party may terminate this Agreement upon thirty (30) days written notice.

	Answer
	If a mutually acceptable compromise cannot be reached, the client can terminate the agreement after 30 days' notice, even when delays are caused by events outside the builder's control.
	




[bookmark: _Ref131497865]Read the following clause of an agreement between the client and builder and discuss the key risk exposed through the clause that works against the builder.

The builder must compensate and hold harmless the client from liabilities, damages, and costs that the client is legally obligated to pay as a result of death, injury to any person, or damage to any property, caused by the builders wilful misconduct, negligent act, error, or omission. Reimbursement for the client shall be based on the percentage of the builder’s liability.

	Answer
	The clause exposes several key risks to the builder, primarily related to liability and financial burden
	




[bookmark: _Ref131498242]Discuss how labour shortages can contribute to delays in achieving milestones and consequently delays in progress payments.

	Answer
	. Labour shortages slow down milestones, delay progress payments, and increase costs. Proactive planning and workforce management are key to avoiding these problems
	




[bookmark: _Ref131499209]Why would you include an artist’s impression with supporting documentation in preparing a tender?

	Answer
	An artist’s impression provides a clear visualisation of the final outcome, making it easier for clients and decision-makers to understand the design and scope of the project
	




[bookmark: _Ref131499214]Explain how building information modelling (BIM) can assist when wanting to present tender documents.

	Answer
	Building Information Modelling (BIM) can significantly enhance the preparation and presentation of tender documents by improving clarity, precision, and collaboration
	




[bookmark: _Ref131499900]Explain why a concise list of products selected for the project should be added in the tender support documentation.

	Answer
	Including a concise list of products selected for the project in the tender support documentation is essential for clarity, accuracy, and alignment with project requirements
	




[bookmark: _Ref131499903]Why might you decide to include the workplace industry profile and promotional material in the tender support documentation?

	Answer
	Including a workplace industry profile and promotional material in tender support documentation can strengthen the tender by showcasing the organisation’s capabilities, experience, and professionalism.
	




[bookmark: _Ref131500223]Discuss what types of reports or findings you should add to the tender supporting documents.

	Answer
	1. Site Analysis Reports
________________________________________
2. Feasibility Studies
________________________________________
3. Engineering and Design Reports
________________________________________
4. Compliance and Certification Reports
________________________________________
5. Project Schedules and Progress Projections
________________________________________
6. Cost Estimates and Financial Reports
________________________________________
7. Risk Assessments
________________________________________
8. Previous Project Case Studies or Performance Reports
________________________________________
9. Material or Equipment Specifications
________________________________________
10. Sustainability and Innovation Reports


	



[bookmark: _Ref131501443]Explain why you would attach the site plan to the tender documentation.

	Answer
	Attaching the site plan to the tender documentation is essential for providing clarity, ensuring accuracy, and helping tenderers fully understand the project requirements
	




[bookmark: _Ref131501445]Discuss why you would attach floor plans and detail drawings to the tender documentation.

	Answer
	Attaching floor plans and detailed drawings to tender documentation is crucial for providing a complete understanding of the project requirements.
	




[bookmark: _Ref131502016]Discuss how using employees differs to including sub-contractors when determining costing for the tender application.

	Answer
	When determining costs for a tender application, using employees versus subcontractors has significant differences in terms of control, cost structure, and risk.
	




[bookmark: _Ref131502363]Discuss when you must organise and confirm sub-contractors instead of employees for construction projects.

	Answer
	Organising and confirming subcontractors instead of using employees for construction projects is often necessary in specific scenarios where flexibility, expertise, or efficiency is required.
	




[bookmark: _Ref131505633]Discuss amendments and how these must be attached to tender applications.

	Answer
	Amendments to tender applications are critical for ensuring the tender reflects accurate, updated, and clear information. They must be formalised, clearly documented, and distributed equitably to all tenderers. Properly attaching amendments ensures transparency, fairness, and clarity, reducing the risk of disputes or misunderstandings during the tender process.

	




[bookmark: _Ref131505798]What is a client acceptance form?

	Answer
	A Client Acceptance Form is a formal document used in the tendering or project delivery process that records the client’s agreement to proceed with the tender, project proposal, or specific deliverables. It serves as an official acknowledgment from the client that they accept the terms, scope, or outcomes outlined in the tender or project.
	




[bookmark: _Ref131506627]Discuss checks you should take before submitting completed tender documents to the client.

	Answer
	Complete All Documents
Verify Accuracy
Ensure Compliance
Review Quality
Address Risks
Confirm Amendments
Obtain Approvals
Submission Details
Keep Records
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WORKBOOK


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.

	ACTIVITY 1  [bookmark: _Ref35349341]

	a) Research and list four (4) examples of costing software programs used in building and construction projects.
b) Using your workplace hierarchy, list the stakeholders involved in the workplace construction costing system.
c) Outline the workplace stakeholders involved in tendering processes.



	a) Research and list four (4) examples of costing software programs used in building and construction projects.

	1) Builxact

	2) Procore

	3) Cubit

	4) Costex

	b) Using your workplace hierarchy, list the stakeholders involved in the workplace construction costing system.

	Project Manager
· Oversees the project and ensures costing aligns with the budget, timeline, and scope.
Estimator
· Prepares detailed cost estimates based on project specifications, including materials, labour, and overheads.
Operations Manager
· Reviews and approves the cost estimates, ensuring they align with overall operational capabilities and goals.
Procurement Officer
· Sources and negotiates pricing for materials and subcontractor services, ensuring cost efficiency.
Finance Team
· Monitors budgets, cash flow, and cost reporting to ensure financial sustainability.
Site Supervisor
· Provides feedback on actual costs versus estimates during the project execution phase and helps identify cost-saving opportunities.
Client
· Provides input on budget constraints and approves costings that align with their expectations and requirements.
 Subcontractors and Suppliers
· Provide quotes and pricing information for specific tasks or materials, which are integral to the costing process.


	c) Outline the workplace stakeholders involved in  tendering processes.

	Project Manager
· Coordinates the tender process, ensures alignment with client requirements, and oversees the preparation and submission of the tender.
2. Estimator
· Develops detailed cost estimates, including materials, labour, and equipment, to provide accurate pricing for the tender.
3. Operations Manager
· Reviews and approves the tender before submission, ensuring feasibility and alignment with Core4’s operational capacity.
4. Sales or Business Development Manager
· Engages with clients to understand their requirements, ensures the tender is tailored to meet client expectations, and manages client relationships.
5. Procurement Officer
· Sources quotes from suppliers and subcontractors to ensure accurate and competitive pricing in the tender submission.
6. Finance Team
· Assesses the financial viability of the tender, ensuring it aligns with Core4’s budgetary goals and profit margins.
7. Site Supervisor or Foreman
· Provides input on practical site considerations, including logistics and resource allocation, to ensure the tender reflects real-world conditions.
8. Compliance Officer or Legal Advisor
· Ensures the tender complies with legal, regulatory, and contractual obligations, including adherence to Australian Standards and the NCC.
9. Client (Indirect Stakeholder)
· Influences the tender process through their requirements, specifications, and expectations outlined in the tender request.





	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	6/12/2024
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	6/12/2024
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1 Residential tender

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 
	Specify information collected from current and approved project plans, specifications and project documentation:
Scope of works

	1.1B. 
	Was the participant able to understand the documentation sufficiently to extract information relevant to the tendering process.

 Yes   No

	1.1C. 
1.2C. 
1.4C. 1.4D. 
	Specify equipment and programs used to extract and send information and confirm compliance and to develop documents:
Laptop, phones/Buildxact

	1.1D. 
1.3A. 
	Specify workplace forms, contracts and documents accessed to achieve required outcomes:
Sub contractor agreements

	1.1E. 
	Specify plans, specifications and tender documentation checked for currency and amendments:
Site plans

	1.1F. 
	Specify where determined risks were documented:
SWIMS

	1.3B. 
	Specify supporting documents attached/ inserted to tender application:
Compliance documents



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 2 Commercial tender

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Details

	1.1A. 
	Specify information collected from current and approved project plans, specifications and project documentation: 
Design and construction details

	1.1B. 
	Was the participant able to understand the documentation sufficiently to extract information relevant to the tendering process.

 Yes   No

	1.1C. 
1.2C. 
1.4C. 1.4D. 
	Specify equipment and programs used to extract and send information and confirm compliance and to develop documents:
Iauditor

	1.1D. 
1.3A. 
	Specify workplace forms, contracts and documents accessed to achieve required outcomes:
JSA

	1.1E. 
	Specify plans, specifications and tender documentation checked for currency and amendments:
Architectural plans

	1.1F. 
	Specify where determined risks were documented:
Risk assessment form

	1.3B. 
	Specify supporting documents attached/ inserted to tender application:
Compliance documents





CPCCBC4013
Prepare and evaluate tender documentation

	Practical Task 1 (2X)

	Description of task:
The participant must prepare tender documents for two (2) contracts, one (1) for a residential project (Occasion 1) and one (1) for a commercial project (Occasion 2). Workplace or created documents must be used for this assessment although a template is available for the Tender Submission Evaluation Checklist. The participant must demonstrate:
· Research project requirements.
· Collect relevant information for tender preparation from current and approved project plans, specifications and project documentation.
· Read and understand documentation sufficiently to extract relevant information from complex text.
· Use equipment and programs to access and extract information to develop relevant documentation.
· Select contracts and tender documents appropriate to the situation and requirements.
· Source and check relevant plans, specifications and tender documentation for currency and amendments.
· Evaluate and document risks associated with contracts and tender processes.
· Prepare tender documentation.
· Collate all information for tender preparation and check for accuracy.
· Prepare tender documentation to correspond with selected contracts and organisational processes and procedures.( Create bill of quantities; Costing documents for materials and labour)
· Use appropriate equipment and programs to develop relevant documentation.
· Attach supporting documentation.
· Select appropriate forms and format to accurately complete relevant documentation required to submit with the tender (Tender Submission Draft).
· Attach vital information, drawings, specifications or other supporting evidence to the tender document.
· Develop a client acceptance form to forward to the client with a request for any amendments and conditions to the tender or contract (Client Acceptance Forms)
· Obtain tender approval or endorsement.
· Check all completed tender documentation for compliance to requirements and workplace processes (Tender submission evaluation checklist template available).
· Develop an appropriate client contract for the project ready for approval. (Completed client contract)
· Provide tender documentation to relevant staff member for approval or endorsement. (Completed tender documentation).
· Use tools and devices to communicate and collaborate effectively with others.

These tasks may be simulated or real. The Participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The Observer is to provide detailed comments on the tasks completed by the Participant (on the Observer Comments, overleaf). The Assessor is to verify the Observer’s comments, noting their findings in the Assessor Comments (on the back of the Practical Assessment cover page) and provide the assessment outcome.

	Resources required:
One residential and one commercial contract for tendering; Access to government legislation; building and construction codes, NCC and standards; construction contracts and associated tender documentation; organisational procedures and quality documents, templates; business technology, applications and software to produce tender documentation.

	Observer details

	Name of observer:
	Dylan Cunningham

	Role of observer 
(Confirm suitability to sign)
	Project manager

	Email address of observer
	dcunningham@core4service.com

	Signature of observer:
	
	Date:
	6/12/2024



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	
	1st
Occasion
	2nd
Occasion

	1 Research project requirements.

	[bookmark: _Ref131511273]Collect relevant information for tender preparation from current and approved project plans, specifications and project documentation.
		
	[bookmark: _Ref131511362]Read and understand documentation sufficiently to extract relevant information from complex text.
		
	[bookmark: _Ref131511514]Use equipment and programs to access and extract information to develop relevant documentation.
		
	[bookmark: _Ref131511676]Select contracts and tender documents appropriate to the situation and requirements.
		
	[bookmark: _Ref131511775]Source and check relevant plans, specifications and tender documentation for currency and amendments.
		
	[bookmark: _Ref131511863]Evaluate and document risks associated with contracts and tender processes.
		
	2 Prepare tender documentation.

	[bookmark: _Ref131512901]Collate all information for tender preparation and check for accuracy.
		
	[bookmark: _Ref131512855]Prepare tender documentation to correspond with selected contracts and organisational processes and procedures.(Create bill of quantities; Costing documents for materials and labour)
		
	[bookmark: _Ref131511988]Use appropriate equipment and programs to develop relevant documentation.
		
	3 Attach supporting documentation.

	[bookmark: _Ref131512157]Select appropriate forms and format to accurately complete relevant documentation required to submit with the tender (Tender Submission Draft).
		
	[bookmark: _Ref131512170]Attach vital information, drawings, specifications or other supporting evidence to the tender document.
		
	[bookmark: _Ref131513098]Develop a client acceptance form to forward to the client, requesting any amendments and conditions to the tender or contract. 
(Client Acceptance Forms)
		
	4 Obtain tender approval or endorsement.

	[bookmark: _Ref131513107]Check all completed tender documentation for compliance to requirements and workplace processes (Tender submission evaluation checklist template available).
		
	[bookmark: _Ref131513115]Develop an appropriate client contract for the project ready for approval. (Completed client contract)
		
	[bookmark: _Ref131512451]Provide tender documentation to relevant staff member for approval or endorsement. (Completed tender documentation).
		
	[bookmark: _Ref131512453]Use tools and devices to communicate and collaborate effectively with others.
		




	Observer comments:
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