[image: ]

Copyright
This document was developed by TotalVET Training Resources.
© 2021 TotalVET Training Resources.
All rights reserved.
No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording, or otherwise without the prior written permission of TotalVET Training Resources.

Version Control & Document History
	Date
	Summary of Modifications
	Version

	9 March 2021
	Version 1.0 released for publishing
	1.0

	[bookmark: _Hlk118888998]9 November 2022
	Version 1.1 – Minor amendments
	1.1




[bookmark: _Toc46917686][bookmark: _Toc53495203][bookmark: _Toc34061775][bookmark: _Toc53494944][bookmark: _Toc66185676][bookmark: _Toc12454748][bookmark: _Toc54093831][bookmark: _Toc11157556][bookmark: _Toc119326805][bookmark: _Toc65060087][bookmark: _Toc20229407][bookmark: _Toc38023903][bookmark: _Toc53493521][bookmark: _Toc10636157][bookmark: _Toc46917739][bookmark: _Toc46834023][bookmark: _Toc38122193][bookmark: _Toc46834076][bookmark: _Toc34061730][bookmark: _Toc20722197][bookmark: _Toc38122241][bookmark: _Toc20722153][bookmark: _Toc20466808][bookmark: _Toc66176268][bookmark: _Toc53493584][bookmark: _Toc53495158][bookmark: _Toc54093886]Table of Contents
Table of Contents	3
Introduction	5
Competency-Based Assessments	6
Assessing Nationally-Recognised Training	7
Dimensions of Competency	8
Reasonable Adjustment	9
The Unit of Competency	10
The Context of Assessment	10
Assessment Methods	11
Resources Required for Assessment	12
Assessment Workbook Cover Sheet	15
Knowledge Assessment	16
Practical Assessment	28
Candidate Instructions	28
Preliminary Assessment Information	29
Residential Project	30
Commercial Project	30
Practical Assignment	31
Overview	31
Workplace Assessment	34
Overview	34
Task 1 Source Relevant Construction Project Documents	38
Task 2 Check Currency of Relevant Construction Project Documents and Amendments	39
Task 3 Select Tender Documents	40
Task 4 Draft Tender Preparation Document	43
Task 5 Select Appropriate Contracts	44
Task 6 Evaluate and Record Risks Identified	45
Task 7 Use Costing Software Program	46
Task 7.1	46
Task 7.2	47
Task 8 Prepare Tender Submission Draft	48
Task 9 Check Accuracy of Information Collated for Tender Preparation	49
Task 10 Complete Relevant Tender Documentation for Tender Submission	52
Task 11 Prepare Client Acceptance Forms	53
Task 12 Prepare Amendments and Conditions to the Tender or Contract	54
Task 13 Attach Necessary Documents to the Tender Submission	55
Task 14 Evaluate Completed Tender Documentation	56
Task 15 Complete Appropriate Client Contract	57
Task 16 Submit Tender Documentation for Endorsement	58
Assessment Workbook Checklist	59
Record of Assessment (Assessor’s Use Only)	65


[bookmark: _Toc119326806]Introduction
The assessments in this workbook are divided into three categories: Knowledge Assessment and Practical Assessment.
The Knowledge Assessment is a set of general and workplace questions testing your knowledge and understanding of the general theory behind the unit.
You must answer all Knowledge Assessment Questions using your own words. However, you may refer to your Learner Guide and other relevant resources and learning materials to complete this assessment.
Some questions cover processes you would likely encounter in a workplace. Ideally, you should be able to answer these questions based on the processes that are currently in place in your workplace. However, if you do not currently have access to a workplace, then answer the questions based on processes that should be implemented in a typical workplace setting.
The Practical Assessment is made up of the Practical Assignment and Workplace Assessment. This assessment tests your practical skills with respect to the requirements of the unit of competency relevant in this workbook.
The Practical Assessment requires you to complete and submit workplace documents and other documentation relevant to the unit of competency.
The evidence you submit must be your own work except where due reference is made and where you are required to submit supplementary workplace documents such as policies and procedures. 
When completing the assessments included in this workbook:
1. Read the instructions provided in each task carefully before attempting to complete the task. The instructions will guide you on how to answer the question or complete the task satisfactorily.
2. Follow the steps provided in each task. 
· If the question instructs you to describe, provide a description as your response. If the question instructs you to list, provide a list as your response.
· Where there is a number of required responses, provide the required number of responses. For example, if you are asked to list three responses, provide three responses. 
3. Ensure that all your submissions for this assessment indicate your first and last name and that these submissions have been named according to the file naming convention prescribed in each task.


[bookmark: _Toc119326807]Competency-Based Assessments
Definition of Competency
Assessment in this context can be defined as the fair, valid, reliable, and flexible gathering and recording of evidence to support the judgement on whether competency has been achieved. Skills and knowledge (developed in a structured learning situation, at work, or in some other context) are assessed against national standards of competence required by industry, rather than compared with the skills and knowledge of other candidates.

The features of a competency-based assessment system are:
· It is focused on what candidates can do and whether it meets the criteria specified by the industry as competency standards.
· Assessment should mirror the environment the candidate will encounter in the workplace.
· Assessment criteria should be clearly stated to the candidate at the beginning of the learning process.
· Assessment should be holistic. That is, it aims to assess as many elements and/or units of competency as is feasible at one time.
· In competency assessment, a candidate receives one of only two outcomes – ‘competent’ or ‘not yet competent.’
· The basis of assessment is in applying knowledge for some purpose. In a competency system, knowledge for the sake of knowledge is seen to be ineffectual unless it assists a person in performing a task to the level required in the workplace.
· The emphasis in assessment is on assessable outcomes that are clearly stated for the trainer and candidate. Assessable outcomes are tied to the relevant industry competency standards where these exist. Where such competencies do not exist, the outcomes are based upon those identified in a training needs analysis.


[bookmark: _Toc119326808][bookmark: _Hlk38023988]Assessing Nationally-Recognised Training
Developing and conducting assessment, in an Australian Vocational Education and Training (VET) context, is founded on the Principles of Assessment and the Rules of Evidence:
Principles of Assessment
1. Assessment must be valid
· Assessment must include the full range of skills and knowledge needed to demonstrate competency.
· Assessment must include the combination of knowledge and skills with their practical application.
· Assessment, where possible, must include judgements based on evidence drawn from a number of occasions and across a number of contexts.
2. Assessment must be reliable
· Assessment must be reliable and must be regularly reviewed to ensure that assessors are making decisions in a consistent manner.
· Assessors must be trained in national competency standards for assessors to ensure reliability.
3. Assessment must be flexible
· Assessment, where possible, must cover both the on- and off-the-job components of training within a course.
· Assessment must provide for the recognition of knowledge, skills, and attitudes regardless of how they have been acquired.
· Assessment must be made accessible to candidates through a variety of delivery modes, so they can proceed through modularised training packages to gain competencies.
· Assessment must be mutually developed and agreed upon between assessor and the assessed.
· Assessment must be able to be challenged. Appropriate mechanisms must be made for reassessment as a result of challenge.
4. Assessment must be fair
· Assessment process must consider the individual needs of the candidate. 
· Assessment must provide for reasonable adjustments, where appropriate, to consider the individual candidate’s needs.
(Source: Standards for RTOs 2015, Clauses 1.8 – 1.12)

Rules of Evidence
When collecting evidence, certain rules apply to that evidence. All evidence must be valid, sufficient, authentic, and current:
1. Valid
Evidence gathered should meet the requirements of the unit of competency. This evidence should match, or at least reflect, the type of performance that is to be assessed, whether it covers knowledge, skills, or attitudes.
2. Sufficient
This rule relates to the amount of evidence gathered. Enough evidence must be gathered to satisfy the requirements that the candidate be competent in all aspects of the unit of competency.
3. Authentic
When evidence is gathered, the assessor must be satisfied that evidence is the candidate’s own work. 
4. Current
This relates to the recency of the evidence and whether the evidence relates to current abilities.
(Source: Training in Australia by M Tovey, D Lawlor)

[bookmark: _Toc119326809]Dimensions of Competency
The national concept of competency includes all aspects of work performance and not only narrow task skills. The four dimensions of competency are:
1. Task skills
2. Task management skills
3. Contingency management skills
4. Job or role environment skills


[bookmark: _Toc119326810][bookmark: _Hlk38023995]Reasonable Adjustment
‘Reasonable adjustment’ in VET is the term applied to modifying the learning environment or making changes to the training delivered to assist a candidate with a disability. A reasonable adjustment can be as simple as changing classrooms to be closer to amenities or installing a particular type of software on a computer for a person with vision impairment.
Why make a reasonable adjustment? 
We make reasonable adjustments in VET to make sure that candidates with a disability have: 
· The same learning opportunities as candidates without a disability, and
· The same opportunity to perform and complete assessments as those without a disability. 
Reasonable adjustment applied to participation in teaching, learning, and assessment activities can include:
· Customising resources and assessment activities within the training package or accredited course
· Modifying the presentation medium 
· Learner support
· Use of assistive/adaptive technologies
· Making information accessible both before enrolment and during the course
· Monitoring the adjustments to ensure candidate needs continue to be met
Assistive/Adaptive Technologies
Assistive/Adaptive technology means ‘software or hardware that has been specifically designed to assist people with disabilities in carrying out daily activities’ (World Wide Web Consortium - W3C). It includes screen readers, magnifiers, voice recognition software, alternative keyboards, devices for grasping, visual alert systems, digital note-takers.
(Adapted Reasonable Adjustment in teaching, learning and assessment for learners with a disability - November 2010 - Prepared by - Queensland VET Development Centre) 
IMPORTANT:
Reasonable adjustment made for collecting candidate assessment evidence must not impact on the standard expected by the workplace, as expressed by the relevant unit(s) of competency. For example, if the assessment were gathering evidence of the candidate’s competency in writing, allowing the candidate to complete the assessment verbally would not be a valid assessment method. The method of assessment used by any reasonable adjustment must still meet the competency requirements.
[bookmark: _Toc119326811]The Unit of Competency
The units of competency specify the standards of performance required in the workplace.
This assessment addresses the following unit of competency:
CPCCBC4013 - Prepare and evaluate tender documentation (Release 1)	
1. Research project requirements.
2. Prepare tender documentation. 
3. Attach supporting documentation.	
4. Obtain tender approval or endorsement.
A complete copy of the above unit of competency can be downloaded from the TGA website: 
https://training.gov.au/Training/Details/CPCCBC4013

[bookmark: _Toc119326812]The Context of Assessment
To complete the assessments in this workbook, students need to have access to their learning materials and the Internet. The Knowledge Assessment may be completed wholly at the candidate’s home or chosen place of study. The Practical Assessment must be completed in a workplace or a simulated environment.


[bookmark: _Toc119326813]Assessment Methods
This workbook uses the following assessment method/s:
1. Knowledge Assessment
A set of general and workplace questions testing the candidate’s general knowledge and understanding of the general theory behind the unit.
2. Practical Assignment
[bookmark: _Hlk31694670]A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency. 
3. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.



[bookmark: _Toc119326814]Resources Required for Assessment
The Training Organisation to provide/organise candidate with access to:
· Workplace, or a similar environment, where the candidate can complete the assessments, and that will allow them access to:
· Building and construction project:
· One residential building and construction project, AND
· One commercial building and construction project
· Opportunities to complete the workplace assessment tasks within this project.
· Construction project plans
· Construction project specifications
· Project tender documentation
· Building and construction contracts
· Organisational documents, including:
· Documents containing the organisation’s processes and procedures and other details of the organisation’s profile.  
· Documents containing the organisation’s costing system.
· Documents containing the organisation’s tendering system.
· Documents containing the organisation’s contracting system.
· Any people resources required for assessment, including:
· Relevant personnel from whom plans, specifications and project tender documentation will be sourced
· Relevant personnel with whom the candidate will be checking the currency of relevant construction project documents and any amendments
· Relevant personnel to whom the candidate will submit the completed tender documentation for endorsement
· Organisational policies and procedures, including
· Policies and procedures relevant to sourcing relevant construction project documents for tender preparation
· Policies and procedures relevant to reviewing and checking the currency of plans, specifications and project tender documentation and amendments
· Organisational processes and procedures relevant to preparing tender documentation
· Policies and procedures relevant to submitting tender documentation to the client organisation’s tendering personnel (e.g. Tendering Administrator)
· Documentation templates, including:
· Meeting minutes template
· Template for Tender Preparation Document
· Template for documenting risks
· Template for Bill of Quantities
· Template for Tender Submission Draft
· Template for Client Acceptance Forms
· Template for drafting Amendments and Conditions to the Tender/Contract
· Tender Submission Evaluation Checklist
· Template for drafting Client Contract
· Costing software program for estimating the cost of:
· [bookmark: _Hlk118889180]Residential building, AND
· Commercial building
· Word processing program (e.g. MS Word, WPS Writer, Google Docs)
· Current relevant government legislation
· Current relevant building and construction codes and standards
· Construction contracts and associated tender documentation


· Business technology, applications, and software to produce tender documentation
· Digital devices, applications, and software to transmit and receive information electronically.
The candidate will need access to:
· Computer with Internet, email access, and a working web browser
· Installed software: MS Word, Adobe Acrobat Reader

[bookmark: _Toc119326815]Assessment Workbook Cover Sheet
To the candidate: Print this cover sheet and complete it by filling in all the required information and signing in the space provided. Your signature must be handwritten. Scan the completed cover sheet and submit it along with your evidence submissions. 
Use the filename: CPCCBC4013 Cover Sheet
	Workbook
	CPCCBC4013

	Title
	Prepare and evaluate tender documentation (Release 1)

	First and Last Name 
	[bookmark: Text1] Dawei Yang    

	Phone
	 0433036069    

	Email
	 davied928@gmail.com    



	Please read the Candidate Declaration below and if you agree to the terms of the declaration, sign and indicate the date in the spaces provided.
By submitting this work, I declare that: 
· I have been advised of the assessment requirements, have been made aware of my rights and responsibilities as an assessment candidate, and choose to be assessed at this time.
· I am aware that there is a limit to the number of submissions that I can make for each assessment, and I am submitting all documents required to complete this Assessment Workbook.
· I have organised and named the files I am submitting according to the instructions provided. I am aware that my assessor will not assess work that cannot be identified and may request the work be resubmitted according to the correct process.
· This work is my own and contains no material written by another person except where due reference is made. I am aware that a false declaration may lead to the withdrawal of qualification or statement of attainment.
· I am aware that there is a policy of checking the validity of qualifications that I submit as evidence as well as the qualifications/evidence of parties who verify my performance or observable skills. I give my consent to contact these parties for verification purposes.

	Name:   Dawei Yang   
	Signature:  [image: 1]    
	Date signed:   15/01/2023   




[bookmark: _Toc119326816]Knowledge Assessment
	1. Answer the following questions about Australian Standards relevant to tender documentation.

	

	i. What is the full title of AS 4120 - 1994?
 Sets out the ethics and obligations of the principal and tenderers in the tendering process in the construction industry    


	ii. What is the scope of AS 4120 - 1994?
  comntractor and sub-contract   


	iii. List two other Australian Standards relevant to project risks (e.g. project delays, payment disputes) associated with tendering.
a.  fair trade    
b.   QBCC    




	2. Answer the following questions about building and construction regulations relevant to the tendering process.

	

	i. What are the eight national principles for client and tenderer practices according to the National Code of Practice for the Construction Industry (NCOP)?
a.   comply with the applicable Code and take action to address Code issues   
b.   inform parties of their responsibility to comply with the applicable Code   
c.   ensure an appropriate level of expertise is available in all phases of procurement    
d.  adopt a cooperative, non-adversarial approach in all business dealings and relationships in all combinations, and at all levels    
e.   promote and strive to achieve best practice   
f.   maintain high standards in employee and workplace relations, OHS&R and environmental management   
g.    promote and strive to achieve best practice  
h.   comply with the applicable Code and take action to address Code issues   

	ii. Provide three key ethical principles outlined by the NCOP to ensure ethical behaviour at all stages of a project?
a.   Commitment to proceed   
b.    Negotiations   
c.    Confidentiality  

	iii. Based on the state/territory you are in, what is the corresponding code adapted from the NCOP?
State/Territory:   QLD   
State/Territory Code:  Work Health and Safety Act 2011      




	3. Answer the following questions about the National Construction Code (NCC).

	

	i. Differentiate NCC Volume 1, NCC Volume 2, and NCC Volume 3 from each other by identifying the application of each volume.
NCC Volume 1 covers:
  contains the requirements for buildings that are multi-residential, commercial, industrial or public   

NCC Volume 2 covers:
 contains the requirements for buildings and structures that are residential or non-habitable, and    

NCC Volume 3 covers:
   contains the requirements for plumbing and drainage for all classes of buildings.
   


	ii. How is the NCC relevant in preparing and evaluating tender documentation? 
 The National Construction Code (Vol 1 to 3),is the statutory reference for the minimum technical requirements for the design, construction, and performance of all new buildings and plumbing and drainage systems in Australia.
    




	4. Listed in the table below are tender documents. Explain the significance of each document in preparing a tender. 

	

	Documents
	Significance

	i. A letter of invitation to tender
	  This is the formal invitation from the client to make offers for the supply of goods and services.   


	ii. Form of tender
	  This is a formal acknowledgement that the terms and conditions of the tender documents and other requirements are understood and accepted by the tenderer.   


	iii. Pre-construction information
	 These documents describe the project with which contractors can assess costs.    


	iv. Site waste management plan
	  Preliminaries   


	v. Contract conditions
	  Preliminaries   






	5. Listed below are supporting documentation in preparing a tender. Explain the significance of each.

	

	Documentation
	Relevance

	i. Artist’s impressions
	  consist of drawings or graphical representations, can be used by both clients and tenderers to acquire an idea of how the proposed building will look like, including the overall design and associated landscape of the planned building   

	ii. Building Information Modelling (BIM)
	    an integrated 3D model of various construction discipline  

	iii. Product information
	  contains specific information from the tenderers regarding the products that have been selected and will be used in the construction project.    

	iv. Promotional materials
	 serve as marketing tools employed by the tenderer to obtain a positive image from the client and increase the chances of having the project awarded to the tenderer.     

	v. Reports and findings beneficial to the organisation
	  client organisation to be informed about crucial areas specific to the construction project and the ways to address these areas for the benefit of the organisation.   





	6. Listed below are project risks associated with tendering.
For each of the following items, provide a brief description and explain how each can impact a project.

	

	Risks
	Description
	Impact on project

	i. Breach of Contract
	  client organisation to be informed about crucial areas specific to the construction project and the ways to address these areas for the benefit of the organisation.   
	  When a breach of contract occurs, the construction project may be suspended until both contracted parties come to a decision or an agreement.   

	ii. Project delays
	  This is defined as the time overrun beyond the completion date specified in the contract or beyond the date that the parties agreed upon to deliver a project.   
	 Project delays extend the overall duration of project activities and entail an increase in project costs.    

	iii. Payment disputes
	  These refer to disagreements between contracted parties regarding payment claims (e.g. amount of money propose to be paid, full or partial payment, etc.).   
	 Payment disputes could lead to delays in the project since contracted parties may need to arrive at a mutual decision before project operations can proceed    

	iv. Delays in progress payments 
	  These are occurrences wherein agreed upon incremental payments are paid later than agreed upon or not paid upon the achievement of specific percentages of project completion.   
	  Delays in progress payment cause delay in project progress, affecting the schedule of work and leading to cost overrun and extension of time.
   




	7. Listed below are circumstances that pose risks associated with tendering.
For each of the following items explain how each can impact project time and/or cost.

	

	[bookmark: _Hlk64542018]Circumstances
	Impact on project time and/or cost

	i. Delivery delays that extend project completion dates
	 time and cost    

	ii. Labour shortages
	  time and cost        

	iii. Weather
	  time   

	iv. Failure to adequately anticipate labour costs 
	 cost    

	v. Failure to adequately anticipate materials costs
	 cost    

	vi. Inappropriate funding levels 
	  time   

	vii. Funding shortfalls
	   time and cost       

	viii. Industrial disputes through misunderstandings or overt action 
	 time    

	ix. Risk of default or non-performance of key players 
	  time   

	8. Below are sample clauses of an agreement between the client and building organisation. Identify the project risk related to exposure through clauses that work against the building organisation.

	

	i. 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. 

The project risk for this clause is:   Breach of contract    

	ii. The building organisation must compensate and hold harmless the client organisation 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 building organisation’s wilful misconduct, negligent act, error, or omission. Reimbursement for the client shall be based on the percentage of the building organisation’s liability. 

The project risk for this clause is:  Payment disputes     




	9. Listed below are different types of building and construction drawings necessary in preparing and evaluating tender documentation. Explain the purpose of each.

	

	Types of drawings
	Purpose

	i. Site plan
	 Shows a general view of the property, the building site's features, and an overview of the scope of work involved for the project.    

	ii. Concept drawings/sketches
	 Shows a general outline of the construction project including its important features and characteristics    

	iii. Floor plans
	   Shows the layout of the rooms in a building  

	iv. Detail drawings
	  Provides a detailed description of some part of the building including information about assembly   

	v. Elevations
	  Shows the exterior faces of the building as seen from a particular direction, usually north, south, east and west   

	vi. Section drawings
	  Shows a the building as if it had been sliced in half along an imaginary plane   





	10. Listed below are different types of construction specifications necessary in preparing and evaluating tender documentation. Briefly explain the scope of each.

	

	[bookmark: _Hlk64542321]Types of specifications
	Scope

	i. Prescriptive specifications
	  Prescriptive specifications cover the details of the types of materials used and the installation of these materials   

	ii. Performance specifications
	 Performance specifications cover the operational requirements of a project, including the details of what the final product has to be capable of doing and the necessary testing procedures involved    

	iii. Proprietary specification
	  Propriety specifications cover the product and installation details of a certain building component wherein only a single type of product can be used   





	11. Answer the following questions about the types of labour through the employee and subcontractor systems.

	

	i. List two differences between skilled and unskilled labour.
a.  spedified raining    
b.   licedse holder   

	ii. List three examples of skilled labour in construction.
a.   carpenter   
b.  electrician     
c.  plumber    

	iii. List three examples of unskilled labour in construction.
a.   cleaner   
b.   labour    
c.   wire-pullers   





	12. Answer the following questions about the scope and usage of labour through the employee and subcontractor systems.

	

	i. List three differences between the usage of labour in employee systems and subcontractor systems.
a.  job assignment    
b.   work hours    
c.   payment    

	ii. What is the scope of construction work in employee systems?
  Employees are limited to activities that directly benefit their employer’s company   

	iii. What is the scope of construction work in subcontractor systems?
 Subcontractors can perform activities for more than one employer since they can offer their services to multiple employers     





[bookmark: _Toc119326817]Practical Assessment
[bookmark: _Toc119326818][bookmark: _Toc53038397]Candidate Instructions
The Practical Assessment is a set of tasks that must be completed in a workplace, or in an environment with conditions similar to that of a real workplace. 
This assessment will help you demonstrate skill requirements relevant to selecting, preparing and administering a construction contract.
The Practical Assessment includes the following:
1. Practical Assignment
A series of written practical tests assessing the candidate’s practical knowledge and understanding of the unit of competency. 
2. Workplace Assessment
A set of tasks or activities completed according to set instructions and guidelines to meet the requirements of the relevant unit. These tasks and activities require you to have access to a workplace or a similar environment.

[bookmark: _Toc47457527][bookmark: _Toc53038398]

[bookmark: _Toc119326819]Preliminary Assessment Information
	The tasks in this practical assessment must be completed in a workplace (or a similar environment) and in the context of:
· A residential project, AND
· A commercial project
E.g. You are a builder, a site manager in training, foreperson, or an apprentice in this project, etc.
Before starting the practical assessment, record the following information for your assessor’s reference. 
When completing the tasks in this practical assessment ensure that your responses and performance must align with the information you have provided below.
For example (but not limited to):
· If the task asks you to refer to building and construction legislation and regulatory requirements, refer to the requirements that apply to the state/territory where your nominated building and construction projects are being undertaken.
· If the task requires you to follow organisational policies and procedures, refer to the policies and procedures in your nominated organisation/workplace.

	




[bookmark: _Toc119326820]Residential Project
	Work role/title
	  Granny flat   

	Organisation/workplace
	  Dawn construction   

	Building and construction project
	  granny flat   

	Project overview
	     

	Building classification
	  class one    

	Project site address
	  95 woodlands rd  Gatton   

	State/territory where this project is being undertaken
	  QLD   


[bookmark: _Toc53038399][bookmark: _Toc52091797]
[bookmark: _Toc119326821]Commercial Project
	Work role/title
	 massage shop    

	Organisation/workplace
	   Dawn construction  

	Building and construction project
	 shop fitting    

	Project overview
	     

	Building classification
	  class 5   

	Project site address
	 T20 662 compton rd Calamvale    

	State/territory where this project is being undertaken
	  QLD   



[bookmark: _Toc119326822][bookmark: _Toc31695067][bookmark: _Toc53038400]Practical Assignment
[bookmark: _Toc53038401][bookmark: _Toc31695068][bookmark: _Toc119326823]Overview
	The goal of this assessment is to assess your practical knowledge of:
· Using appropriate costing software programs
· The structure and operations of the organisation’s costing, tendering, and contracting system
This assessment has two tasks:
· Task 1 – Appropriate costing software programs
· Task 2 – The organisation’s costing, tendering, and contracting system
This task must be completed in the context of the workplace you have nominated in the “Preliminary Assessment Information” section.
You are required to:
· Access and review workplace documents relating to the organisation’s costing, tendering, and contracting structure and operations (e.g. workplace docs where you can find information on costing, tendering, and contracting structure and operations)
· Review the task instructions included in this Practical Assignment.
· Record your response as required in the instructions.
Resources required for assessment
· Organisational documents, including:
· Documents containing the organisation’s costing system
· Documents containing the organisation’s tendering system
· Documents containing the organisation’s contracting system





	1. Answer the following questions about appropriate costing software programs.

	

	i. List four examples of costing software programs used in building and construction project.
a.   Procore   
b.   click up   
c.  monday    
d.  fresh books    

	ii. What are the two building and construction costing software programs your organisation is using?
a.    wrike  
b.   Auto cad   



	2. Access and review workplace documents relating to the organisation’s costing, tendering and contracting structure and operations (e.g. workplace docs where you can find information on costing, tendering and contracting structure and operations) and answer the following questions.

	

	i. Identify the stakeholders involved in your organisation’s building and construction costing system.
   general manager 
supervisor  

	ii. Outline the processes in your organisation’s costing operations for building and construction projects. 
 general amnager 
engineering manager
cost estiminator    

	iii. Identify the stakeholders involved in your organisation’s building and construction tendering system.
 project manager 
site supvisor
costing eastimator    

	iv. Outline the processes in your organisation’s tendering operations for building and construction projects. 
I.Collate all information for tender preparation and check for accuracy
II.Prepare tender documentation to correspond with selected contracts and organisational processes and procedures   

	v. Identify the stakeholders involved in your organisation’s building and construction contracting system.
 project manager 
site supvisor
costing eastimator       

	vi. Outline your organisation’s contracting operations for building and construction projects. 
 project manager 
site supvisor
costing eastimator       





[bookmark: _Toc119326824]Workplace Assessment
[bookmark: _Toc53038404][bookmark: _Toc119326825]Overview
	The goal of this assessment is to assess your practical knowledge and skills in:
· Researching project requirements
· Preparing tender documentation
· Attaching supporting documentation
· Obtaining tender approval or endorsement
This workplace assessment is made up of 16 workplace tasks:
Task 1  – Source Relevant Construction Project Documents
Task 2  – Check Currency of Relevant Construction Project Documents and Amendments
Task 3  – Select Tender Documents
Task 4  – Draft Tender Preparation Document
Task 5  – Select Appropriate Contracts
Task 6  – Record Risks Identified
Task 7  – Use Costing Software Program
Task 8  – Prepare Tender Submission Draft
Task 9  – Check Accuracy of Information Collated for Tender Preparation
Task 10 – Complete Relevant Tender Documentation for Tender Submission
Task 11  – Prepare Client Acceptance Forms
Task 12 – Prepare Amendments and Conditions to the Tender or Contract
Task 13 – Attach Necessary Documents to the Tender Submission
Task 14 – Evaluate Completed Tender Documentation
Task 15  – Complete Appropriate Client Contract
Task 16 – Submit Tender Documentation for Endorsement
Each task comes with a set of instructions. You are to follow and perform these instructions and submit any required documentation.




	IMPORTANT: This unit requires you to perform Tasks 1 – 16 two times. 
· Once for a residential project, AND
· Once for a commercial project
You must secure two sets of evidence, one for the residential project and the other for the commercial project you are undertaking.

You are required to:
· Complete the tasks within the time allowed
· Review the instructions in each task.
· Research project requirements.
· Prepare tender documentation.
· Attach supporting documentation.
· Obtain tender approval or endorsement.
· Perform the workplace task according to the instructions provided.
· Complete and submit any required documentation. 
Resources required for assessment:
To complete this assessment, you will need access to the following:
· A workplace or a similar environment that will allow you access to:
· Building and construction project
· One residential building and construction project, AND
· One commercial building and construction project
· Opportunities to complete the workplace assessment tasks within this project.
· Construction project plans
· Construction project specifications
· Project tender documentation
· Building and construction contracts
· Organisational documents, including:
· Documents containing the organisation’s processes and procedures and other details of the organisation’s profile.  
· Documents containing the organisation’s costing system.
· Documents containing the organisation’s tendering system.
· Documents containing the organisation’s contracting system.
· Organisational documents containing the organisation’s processes and procedures and other details of the organisation’s profile  
· Any people resources required for assessment, including:
· Relevant personnel from whom plans, specifications and project tender documentation will be sourced
· Relevant personnel with whom the candidate will be checking the currency of relevant construction project documents and any amendments
· Relevant personnel to whom the candidate will submit the completed tender documentation for endorsement
· Organisational policies and procedures, including
· Policies and procedures relevant to sourcing relevant construction project documents for tender preparation
· Policies and procedures relevant to reviewing and checking the currency of plans, specifications and project tender documentation and amendments
· Organisational processes and procedures relevant to preparing tender documentation
· Policies and procedures relevant to submitting tender documentation to the client organisation’s tendering personnel (e.g. Tendering Administrator)
· Documentation templates, including:
· Meeting minutes template
· Template for Tender Preparation Document
· Template for documenting risks
· Template for Bill of Quantities
· Template for Tender Submission Draft
· Template for Client Acceptance Forms
· Template for drafting Amendments and Conditions to the Tender/Contract
· Tender Submission Evaluation Checklist
· Template for drafting Client Contract
· Costing software program for estimating the cost of:
· Residential building, AND
· Commercial building
· Word processing program (e.g. MS Word, WPS Writer, Google Docs)
· Current relevant government legislation
· Current relevant building and construction codes and standards
· Construction contracts and associated tender documentation
· Business technology, applications, and software to produce tender documentation
· Digital devices, applications, and software to transmit and receive information electronically.




[bookmark: _Toc63762311][bookmark: _Toc119326826]Task 1 Source Relevant Construction Project Documents
	Contact the client organisation, and obtain from them the relevant construction project documents for tender preparation.
These construction project documents must include (at a minimum):
· Relevant construction plans
· Relevant construction specifications
· Project tender documentation
You must contact the client organisation and request that the construction project documents necessary for tender preparation be sent through email. After which, you must download the construction project documents into the computer’s drive.
You will be assessed on:
· Practical knowledge of relevant plans, specifications, and project tender documentation 
· Practical skills in sourcing relevant plans, specifications, and project tender documentation
Before starting this task, review the Workplace Assessment Task 1 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
Your assessor will also:
· Address your queries and concerns regarding this task.
[bookmark: _Hlk118789443][bookmark: _Hlk119488982]After completing this task, submit the following to your assessor:
· Copies of the construction project documents you sourced from the client organisation
· Your email correspondence with the client organisation, which serves as evidence of sourcing the relevant construction project documents





[bookmark: _Toc119326827]Task 2 Check Currency of Relevant Construction Project Documents and Amendments
	Meet with relevant personnel from the client organisation through video conferencing. In this meeting, review the relevant construction project documents you obtained in Task 1 with them and:
· check the currency of these project documents
· confirm if there are still any amendments that need to be made in these documents.
You will be required to provide an email confirming the currency of all project documents.
You will be assessed on:
· Practical knowledge of relevant plans, specifications, and project tender documentation 
· Practical skills in reviewing relevant plans, specifications, and project tender documentation 
Before starting this task, review the Workplace Assessment Task 2 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Copies of the relevant construction project documents you reviewed and checked
· An email confirming the currency of all project documents





[bookmark: _Toc63762318][bookmark: _Toc119326828]Task 3 Select Tender Documents
	Access and review the project tender documentation you reviewed in Task 2:
1. Select by picking out all tender document from the project tender documentation required for the building and construction project you are undertaking. 
Required tender documents may include, but are not limited to:
· Details of tenderer
· Tender schedules
· Information from plans and preliminary design solutions
· Work history of tenderer
· Contract price
· Alternative proposals to achieve greater value for money
2. Identify what each of the selected tender document is.
You will be assessed on:
· Practical knowledge of tender documents required to submit with tender
· Practical skills in selecting tender documents required to submit with the tender





Residential Project
	Order of tender document selection
	Name of required tender document selected
	The candidate correctly selects the tender document

	1

	   Preliminary Services  

	 YES      NO

	2

	  Product information documentation   

	 YES      NO

	3

	 Promotional materials  

	 YES      NO

	4

	 graphical representations    

	 YES      NO

	5

	  BIM   

	 YES      NO

	6

	   Qualifications of the Tenderers  

	 YES      NO

	7

	  Certain Information   

	 YES      NO




Commercial Project
	Tender document selection
	Name of required tender document
	The candidate correctly selects the tender document

	1

	  graphical representations   

	 YES      NO

	2

	 BIM    

	 YES      NO

	3

	 Promotional materials 

	 YES      NO

	4

	   Product information documentation  

	 YES      NO

	5

	  Preliminary Services   

	 YES      NO

	6

	  Qualifications of the Tenderers   

	 YES      NO

	7

	  Certain Information   

	 YES      NO





[bookmark: _Toc119326829]Task 4 Draft Tender Preparation Document
	Identify information needed for tender preparation from current and approved project plans, specifications, and project tender documentation. 
Document this information by drafting a Tender Preparation Document. Use your organisation’s template for drafting a Tender Preparation Document.
Use the project plans, specifications, and project tender documentation you reviewed in Task 2 as the basis in drafting your Tender Preparation Document submission.
You will be assessed on:
· Practical knowledge of information required for tender preparation
· Practical skills in gathering relevant information from current and approved project plans, specifications, and project documentation for tender preparation
Before starting this task, review the Workplace Assessment Task 4 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Tender Preparation Document submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Tender Preparation Document you drafted
· Project plans, specifications, and project tender documentation you used as basis in drafting the Tender Preparation Document





[bookmark: _Toc119326830]Task 5 Select Appropriate Contracts
	Access and review the project tender documentation you reviewed in Task 2 and select the appropriate contract.
You will be assessed on:
· Practical knowledge of building and construction contracts
· Practical skills in selecting appropriate contracts



Residential Project
	i. Based on the type of residential building to be constructed, what type of contract must be used for this building and construction project?
 Residential Contracts   

	ii. Based on contract pricing (e.g. cost plus, lump sum, etc.), what type of contract must be used for this building and construction project?
 Lump Sum Contracts   



Commercial Project
	i. Based on the type of commercial building to be constructed, what type of contract must be used for this building and construction project?
  Commercial Contracts   

	ii. Based on contract pricing (e.g. cost plus, lump sum, etc.), what type of contract must be used for this building and construction project?
   Cost Plus Contracts  




[bookmark: _Toc119326831]Task 6 Evaluate and Record Risks Identified
	Access and evaluate project contracts and tender documents and identify and document risks.
Risks may relate to:
· Breach of contract
· Payment disputes
· Project delays
· Underestimating or overestimating cost of resources
· Force majeure
· Non-performance of key players
Document these risks using relevant templates from your organisation.
You will be assessed on:
· Practical knowledge of risks associated with contracts and tender documents
· Practical skills in identifying and recording risks during the evaluation of contracts and tender documents
Before starting this task, review the Workplace Assessment Task 6 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Identified Risks Document submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Copy of the risks you identified during your evaluation.
· Contracts used as reference in identifying and recording risks
· Tender documents used as reference in identifying and recording risks





[bookmark: _Toc119326832]Task 7 Use Costing Software Program
[bookmark: _Toc119326833]Task 7.1
	Create the Bill of Quantities for the building project using a costing software program (e.g. BuildXact, Constructor, etc.). Use your organisation’s template for creating the Bill of Quantities.
Use the relevant construction project plans and specifications reviewed in Task 2 as basis in creating the Bill of Quantities.
The costing software program you will be using for estimating the cost of the residential building must not be the same for estimating the cost of the commercial building. In other words, if you use BuildXact for estimating the cost of the residential building, you must use another costing software program, such as Constructor, for estimating the cost of the commercial building.
You will be assessed on:
· Practical knowledge of bill of quantities
· Practical skills in using a costing software program to produce the bill of quantities
Before starting this task, review the Workplace Assessment Task 7.1 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Bill of Quantities submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Bill of Quantities created
· Construction project plans and specifications used as basis in creating the Bill of Quantities






[bookmark: _Toc119326834]Task 7.2
Residential Project
	Identify the program you used to create the Bill of Quantities and outline the steps you followed in Task 7.1 to create the Bill of Quantities for the residential project you are undertaking for this assessment.

	

	Program you used to create Bill of Quantities for this project:   BuildXact   


	Steps followed:
  job assignment 
working hours
materials and equipment
payment   



Commercial Project
	Identify the program you used to create the Bill of Quantities and outline the steps you followed in Task 7.1 to create the Bill of Quantities for the commercial building project you are undertaking for this assessment. 

	

	Program you used to create Bill of Quantities for this project:     BuildXact      


	Steps followed:
   job assignment 
working hours
materials and equipment
[bookmark: _GoBack]payment       




[bookmark: _Toc119326835]Task 8 Prepare Tender Submission Draft
	Prepare the Tender Submission Draft. Use a word processing program (e.g. MS Word, WPS Office Writer, Google Docs, etc.) in preparing the Tender Submission Draft.
Use your organisation’s template for preparing the Tender Submission Draft.
You will be assessed on:
· Practical knowledge of information relevant to tender preparation
· Practical knowledge of selected contracts and organisational processes and procedures
· Practical skills in collating information for tender preparation
· Practical skills in preparing tender documentation to correspond with selected contracts and organisational processes and procedures
Before starting this task, review the Workplace Assessment Task 8 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Tender Submission Draft must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Tender Submission Draft you prepared
· Relevant documents you used as reference in preparing the Tender Submission Draft including, but not limited to:
· Tender Preparation Document in Task 4
· Record of risks in Task 6
· Relevant plans, specifications, and project tender documentation





[bookmark: _Toc63762322][bookmark: _Toc119326836]Task 9 Check Accuracy of Information Collated for Tender Preparation
	Review the information collated in the Tender Submission Draft in Task 8, and check and confirm whether the information: 
· Is accurate against the relevant documents where the information was based on, including but not limited to:
· Tender Preparation Document in Task 4
· Record of risks in Task 6
· Relevant plans, specifications, and project tender documentation
· Corresponds with selected contracts
· Corresponds with organisational processes and procedures
You will be assessed on:
· Practical knowledge of information relevant to tender preparation
· Practical knowledge of selected contracts and organisational processes and procedures
· Practical skills in checking the accuracy of information relevant to tender preparation
· Practical skills in checking whether information relevant to tender preparation corresponds with selected contracts and organisational processes and procedures






Residential Project
	Candidate to confirm whether:
	Candidate’s response
	Explanation
(If answered NO)

	1. The information collated in the Tender Document Submission is accurate against the relevant documents where the information was based on
	 Yes, it is accurate.
 No (i.e. there are discrepancies)
	[bookmark: Text2]     


	2. The information collated in the Tender Document Submission corresponds with the selected contracts.
	 Yes, it corresponds.
 No (i.e. there are discrepancies)
	     


	3. The information collated in the Tender Document Submission corresponds with organisational processes and procedures.
	 Yes, it corresponds.
 No (i.e. there are discrepancies)
	     






Commercial Project
	Candidate to confirm whether:
	Candidate’s response
	Explanation
(If answered NO)

	1. The information collated in the Tender Document Submission is accurate against the relevant documents where the information was based on
	 Yes, it is accurate.
 No (i.e. there are discrepancies)
	     

	2. The information collated in the Tender Document Submission corresponds with the selected contracts.
	 Yes, it corresponds.
 No (i.e. there are discrepancies)
	     

	3. The information collated in the Tender Document Submission corresponds with organisational processes and procedures.
	 Yes, it corresponds.
 No (i.e. there are discrepancies)
	     




[bookmark: _Toc119326837]Task 10 Complete Relevant Tender Documentation for Tender Submission 
	Supply and complete the contents required in the relevant tender documentation for tender submission you selected in Task 3.
As mentioned in Task 3, relevant tender documentation to be completed may include, but are not limited to:
· Details of tenderer
· Tender schedules
· Information from plans and preliminary design solutions
· Work history of tenderer
· Contract price
· Alternative proposals to achieve greater value for money
You must use a word processing program (e.g. MS Word, WPS Office Writer, Google Docs, etc.) in supplying and completing the required contents.
You will be assessed on:
· Practical knowledge of relevant documentation required to submit with the tender
· Practical skills in completing relevant documentation required to submit with the tender
Before starting this task, review the Workplace Assessment Task 10 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your completed tender documents submissions must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.

	After completing this task, you must submit the following to your assessor: 
· Completed tender documentation
· Organisational documents containing the organisation’s processes and procedures and other details of the organisation’s profile you used as basis in completing tender documentation
· Project plans, specifications, and other project documentation you used as basis in completing tender documentation




[bookmark: _Toc119326838]Task 11 Prepare Client Acceptance Forms
	Prepare the Client Acceptance Forms. Use your organisation’s templates for Client Acceptance Forms.
You will be assessed on:
· Practical knowledge of client acceptance forms
· Practical skills in preparing client acceptance forms
Before starting this task, review the Workplace Assessment Task 11 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Client Acceptance Forms submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the Client Acceptance Forms you drafted to your assessor.




[bookmark: _Toc119326839]Task 12 Prepare Amendments and Conditions to the Tender or Contract
	Prepare the Amendments and Conditions to the Tender/Contract. Use your organisation’s template for drafting Amendments and Conditions to the Tender/Contract. 
You will be assessed on:
· Practical knowledge of amendments and conditions to the tender or contract
· Practical skills in preparing amendments and conditions to the tender or contract
Before starting this task, review the Workplace Assessment Task 12 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Amendments and Conditions to the Tender/Contract submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the Amendments and Conditions to the Tender/Contract you drafted to your assessor.




[bookmark: _Toc119326840]Task 13 Attach Necessary Documents to the Tender Submission
	Prepare the completed tender submission by attaching the necessary documents to your Tender Submission Draft in Task 8.
Necessary documents to be attached include the following:
· The relevant tender documents for tender submission you completed in Task 10
· Project plans (including construction drawings), specifications and project tender documentation you used as basis in drafting the Tender Preparation Document in Task 4
· Bill of Quantities in Task 7.1
· Client Acceptance Forms you prepared in Task 11
· Amendments and Conditions to the Tender/Contract you prepared in Task 12
You will be assessed on:
· Practical knowledge of vital information, drawings, construction plans, specifications, project tender documentation, and other supporting evidence
· Practical skills in attaching vital information, drawings, construction plans, specifications, project tender documentation, and other supporting evidence
Before starting this task, review the Workplace Assessment Task 13 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit a copy of the completed tender submission (i.e. your Tender Submission Draft attached with the necessary documents indicated).




[bookmark: _Toc119326841]Task 14 Evaluate Completed Tender Documentation
	Conduct the final evaluation of completed tender documentation in Task 13.
Use the Tender Submission Evaluation Checklist to evaluate the completed tender documentation.
You will be assessed on:
· Practical knowledge of completed tender documentation
· Practical skills in conducting final evaluation of completed tender documentation
Before starting this task, review the Workplace Assessment Task 14 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Tender Submission Evaluation Checklist submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Tender Submission Evaluation Checklist you completed
· Completed tender documentation you evaluated





[bookmark: _Toc119326842]Task 15 Complete Appropriate Client Contract
	Draft the complete Client Contract for the project you are undertaking. Use your organisation’s template for drafting Client Contract.
You will be assessed on:
· Practical knowledge of appropriate client contract
· Practical skills in completing appropriate client contract
Before starting this task, review the Workplace Assessment Task 15 – Assessor’s Checklist provided along with this workbook. This form lists the criteria your Client Contract submission must address to complete this task satisfactorily. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the completed Client Contract you drafted to your assessor.





[bookmark: _Toc119326843]Task 16 Submit Tender Documentation for Endorsement
	Submit the following to the appropriate personnel (e.g. Tender Administrator) of the client organisation through email:
· Copy of the completed tender documentation you evaluated in Task 14
· Completed client contract in Task 15
Secure the client organisation’s email response or acknowledgement of receipt of these documents. 
You will be assessed on:
· Practical knowledge of tender documentation to be submitted to the appropriate personnel for endorsement
· Practical skills in providing the tender documentation to the appropriate personnel for endorsement
Before starting this task, review the Workplace Assessment Task 16 – Assessor’s Checklist provided along with this workbook. This form lists all the practical skills you need to demonstrate while completing this task. 
Your assessor will also:
· Address your queries and concerns regarding this task.
After completing this task, submit the following to your assessor:
· Submitted tender documentation 
· Copy of the completed client contract you submitted
· Your email correspondence with the client organisation, which serves as evidence that the tender documentation has been provided





[bookmark: _Toc119326844]Assessment Workbook Checklist
	TO THE CANDIDATE
When you have completed this assessment workbook, review your work, and ensure that:
· You have completed all the Knowledge Assessments Questions.
· You have completed the Practical Assessments in this workbook
· Practical Assignment  
· Appropriate costing software programs
· The organisation’s costing, tendering, and contracting system
· Workplace Assessment
· Source Relevant Construction Project Documents
· Check Currency of Relevant Construction Project Documents and Amendments
· Select Tender Documents
· Draft Tender Preparation Document
· Select Appropriate Contracts
· Record Risks Identified
· Use Costing Software Program
· Prepare Tender Submission Draft
· Check Accuracy of Information Collated for Tender Preparation
· Complete Relevant Tender Documentation for Tender Submission
· Prepare Client Acceptance Forms
· Prepare Amendments and Conditions to the Tender or Contract
· Attach Necessary Documents to the Tender Submission
· Evaluate Completed Tender Documentation
· Complete Appropriate Client Contract
· Submit Tender Documentation for Endorsement
· You have saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned

· You have saved and submitted the following evidence:
· Workplace Assessment Task 1
· Copies of the construction project documents you sourced from the client organisation
· Your email correspondence with the client organisation, which serves as evidence of sourcing the relevant construction project documents
· Workplace Assessment Task 2
· Copies of the relevant construction project documents you reviewed and checked
· Email confirming the currency of all project documents
· Workplace Assessment Task 4
· Tender Preparation Document you drafted
· Project plans, specifications, and project tender documentation you used as basis in drafting the Tender Preparation Document
· Workplace Assessment Task 6
· Copy of the record of risks you identified during your evaluation.
· Contracts used as reference in identifying and recording risks
· Tender documents used as reference in identifying and recording risks
· Workplace Assessment Task 7
· Bill of Quantities created
· Construction project plans and specifications used as basis in creating the Bill of Quantities
· Workplace Assessment Task 8
· Tender Submission Draft you prepared
· Relevant documents you used as reference in preparing the Tender Submission Draft including, but not limited to:
· Tender Preparation Document in Task 4
· Record of risks in Task 6
· Relevant plans, specifications, and project tender documentation
· Workplace Assessment Task 10
· Completed tender documentation
· Organisational documents containing the organisation’s processes and procedures and other details of the organisation’s profile  you used as basis in completing tender documentation
· Project plans, specifications, and other project documentation you used as basis in completing tender documentation
· Workplace Assessment Task 11
· Client Acceptance Forms
· Workplace Assessment Task 12
· Amendments and Conditions to the Tender/Contract
· Workplace Assessment Task 13
· Copy of the completed tender submission (i.e. your Tender Submission Draft attached with the necessary documents indicated).
· Workplace Assessment Task 14
· Tender Submission Evaluation Checklist you completed
· Completed tender documentation you evaluated
· Workplace Assessment Task 15
· Completed Client Contract
· Workplace Assessment Task 16
· Submitted tender documentation 
· Copy of the completed client contract you submitted
· Your email correspondence with the client organisation, which serves as evidence that the tender documentation has been provided
IMPORTANT:
You must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
To be deemed competent in the unit/s of competency relevant to this workbook, you must successfully complete all the requirements listed above according to the prescribed benchmarks provided to the assessor.




	TO THE ASSESSOR
When you have completed assessing the assessment workbook, review the candidate’s submission against the checklist below:
· The candidate has completed all the Knowledge Assessments Questions.
· The candidate has completed the Practical Assessments in this workbook
· Practical Assignment
· Appropriate costing software programs
· The organisation’s costing, tendering, and contracting system
· Workplace Assessment
· Source Relevant Construction Project Documents
· Check Currency of Relevant Construction Project Documents and Amendments
· Select Tender Documents
· Draft Tender Preparation Document
· Select Appropriate Contracts
· Record Risks Identified
· Use Costing Software Program
· Prepare Tender Submission Draft
· Check Accuracy of Information Collated for Tender Preparation
· Complete Relevant Tender Documentation for Tender Submission
· Prepare Client Acceptance Forms
· Prepare Amendments and Conditions to the Tender or Contract
· Attach Necessary Documents to the Tender Submission
· Evaluate Completed Tender Documentation
· Complete Appropriate Client Contract
· Submit Tender Documentation for Endorsement
· The candidate has saved and submitted the following evidence:
· This completed workbook
· Assessment Workbook Cover Sheet signed and scanned

· The candidate has saved and submitted the following evidence:
· Workplace Assessment Task 1
· Copies of the construction project documents they sourced from the client organisation
· Their email correspondence with the client organisation, which serves as evidence of sourcing the relevant construction project documents
· Workplace Assessment Task 2
· Copies of the relevant construction project documents they reviewed and checked
· Email confirming the currency of all project documents
· Workplace Assessment Task 4
· Tender Preparation Document they drafted
· Project plans, specifications, and project tender documentation they used as basis in drafting the Tender Preparation Document
· Workplace Assessment Task 6
· Copy of the record of risks they identified during your evaluation.
· Contracts used as reference in identifying and recording risks
· Tender documents used as reference in identifying and recording risks
· Workplace Assessment Task 7
· Bill of Quantities created
· Construction project plans and specifications used as basis in creating the Bill of Quantities
· Workplace Assessment Task 8
· Tender Submission Draft they prepared
· Relevant documents they used as reference in preparing the Tender Submission Draft including, but not limited to:
· Tender Preparation Document in Task 4
· Record of risks in Task 6
· Relevant plans, specifications, and project tender documentation
· Workplace Assessment Task 10
· Completed tender documentation
· Organisational documents containing the organisation’s processes and procedures and other details of the organisation’s profile  they used as basis in completing tender documentation
· Project plans, specifications, and other project documentation they used as basis in completing tender documentation
· Workplace Assessment Task 11
· Client Acceptance Forms
· Workplace Assessment Task 12
· Amendments and Conditions to the Tender/Contract
· Workplace Assessment Task 13
· Copy of the completed tender submission (i.e. their Tender Submission Draft attached with the necessary documents indicated).
· Workplace Assessment Task 14
· Tender Submission Evaluation Checklist they completed
· Completed tender documentation they evaluated
· Workplace Assessment Task 15
· Completed Client Contract
· Workplace Assessment Task 16
· Submitted tender documentation 
· Copy of the completed client contract they submitted
· Their email correspondence with the client organisation, which serves as evidence that the tender documentation has been provided

IMPORTANT:
The candidate must achieve a satisfactory result in ALL assessment tasks to be deemed COMPETENT for the unit/s relevant to this workbook.
To be deemed competent in the unit/s of competency relevant to this workbook, the candidate must successfully complete all the requirements listed above according to the prescribed benchmarks.




[bookmark: _Toc119326845]Record of Assessment (Assessor’s Use Only)
	RECORD OF ASSESSMENT

	Candidate’s Name
	     

	RTO Name
	     

	RTO Contact Number
	     

	RTO Email Address
	     

	Assessor’s Name
	     

	Unit of Competency
	CPCCBC4013 - Prepare and evaluate tender documentation (Release 1.0)



	Knowledge Assessment
	S
	NYS

	Question 1
	o
	o

	Question 2
	o
	o

	Question 3
	o
	o

	Question 4
	o
	o

	Question 5
	o
	o

	Question 6
	o
	o

	Question 7
	o
	o

	Question 8
	o
	o

	Question 9
	o
	o

	Question 10
	o
	o

	Question 11
	o
	o

	Question 12
	o
	o





	Practical Assessment

	Practical Assignment
	S
	NYS

	Task 1
	o
	o

	Task 2
	o
	o



	Workplace Assessment – Residential Project
	S
	NYS

	Task 1
	o
	o

	Task 2
	o
	o

	Task 3
	o
	o

	Task 4
	o
	o

	Task 5
	o
	o

	Task 6
	o
	o

	Task 7
	o
	o

	Task 8
	o
	o

	Task 9
	o
	o

	Task 10
	o
	o

	Task 11
	o
	o

	Task 12
	o
	o

	Task 13
	o
	o

	Task 14
	o
	o

	Task 15
	o
	o

	Task 16
	o
	o




	Workplace Assessment – Commercial Project
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	Task 1
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	Task 2
	o
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	Task 3
	o
	o

	Task 4
	o
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	Task 5
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	Rules of Evidence
	S
	NYS

	All knowledge and skills evidence submissions are valid
	o
	o

	All knowledge and skills evidence submissions are authentic
	o
	o

	All knowledge and skills evidence submissions are sufficient
	o
	o

	All knowledge and skills evidence submissions are current
	o
	o





	Signature Authentication Checklist
This checklist will guide you in authenticating the signatures provided by the candidate in their assessment workbook and evidence submissions.
Read each checklist item and tick the box only if you confirm that the item is a true and accurate reflection of the signature authentication you have conducted.

	Checklist
	Completed

	I have checked the signature provided by the candidate in the Assessment Workbook Cover Sheet against the signature they provided to the Training Provider.
	o

	I confirm the signature provided by the candidate in the Assessment Workbook Cover Sheet matches the signature they provided to the Training Provider.
	o

	I confirm ALL signatures provided by the candidate in their evidence submissions match with the signature they provided to the Training Provider.
	o
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	[bookmark: _Hlk118890602]Third-Party Verification Log
Instructions for the Assessor:
You are required to contact all third-party personnel involved in the candidate’s assessment to verify the candidate’s performance and evidence submissions and to confirm with them whether the candidate’s evidence submissions are true and accurate.
Complete this Third-Party Verification Log to document your completion of this process. When completing this log, provide all of the following required information for each third-party personnel:
· Name of third-party personnel contacted
· Relevant qualifications and/or experience of Third-party personnel contacted
· Role in the candidate’s assessment (e.g. workplace supervisor, observer, or candidate)
· Contact details (phone number or email address)
· Date contacted
You must also confirm that third-party personnel have verified the candidate’s evidence submissions are true and accurate.



Contact No.1
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     




Contact No.2
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     



Contact No.3
	Name and job title of Third-party Contacted
	     

	Relevant Qualifications/experience of Third-party
	     

	Role in the Candidate’s Assessment
	Contact Details
(Phone number or email address)
	Date contacted
	Third-Party verifies evidence submissions of the candidate are true and accurate?

	     
	     
	     
	Yes      No 
Assessor’s Notes
     



	Assessor Declaration
I declare that the information recorded in this Third-Party Verification Log is true and accurate.

	Assessor’s name      
	Assessor’s signature
     

	Date signed      
	


End of Record of Assessment (For the Assessor’s Use Only)
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