Practical Assessment - CPCCBC4013 Prepare and evaluate tender documentation

	Practical Assessment - CPCCBC4013 Prepare and evaluate tender documentation

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
	Lucy Muston 

	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
	Lucy Muston 




	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
	1. Project Scope & Specifications
· Detailed project description, including objectives and deliverables
· Technical specifications and drawings
· Required materials and construction methods
2. Contractual Requirements
· Type of contract (e.g., lump sum, cost-plus, unit rate) 
· Terms and conditions, including warranties and guarantees 
· Payment terms and schedule
3. Bill of Quantities (BoQ)
· Breakdown of materials, labour, and equipment required 
· Estimated quantities and pricing structure
4. Site Information
· Location details and access constraints 
· Soil reports and geotechnical surveys 
· Environmental and heritage considerations
5. Timeframe & Program
· Start and completion dates 
· Key milestones and deadlines
6. Regulatory & Compliance Requirements
· Building codes and standards 
· Safety and environmental regulations 
· Approvals and permits needed
7. Risk Management & Contingencies
· Identification of potential risks 
· Strategies for mitigating risks (e.g., delays, cost overruns)
8. Tender Evaluation Criteria
· How bids will be assessed (e.g., price, experience, compliance) 
· Weighting of evaluation factors

	




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

	Answer
	Selecting the appropriate tender documents and contracts requires a thorough review of the project scope, ensuring it aligns with available resources, expertise, and experience. The type of contract must be assessed to determine risk allocation, financial probability, and compliance with regulatory and legal requirements. Budget considerations play a key role in evaluating the project's profitability, factoring in costs such as labour, materials, and overheads. Submission deadlines, prequalification criteria, and contractual obligations must be carefully analysed to ensure compliance with tender conditions.
	




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

	Answer
	Australian Standard
	Description
	

	
	AS 4120
	AS 4120 – Code of Tendering sets out guidelines for ethical and fair tendering practices in Australia. It promotes transparency, accountability, and integrity in procurement processes. The standard outlines principles for both clients and tenderers, ensuring that tenders are prepared, submitted, and evaluated fairly. It covers aspects such as confidentiality, conflicts of interest, bid clarification, and contract award procedures. By following AS 4120, organisations can reduce disputes, improve competition, and ensure a professional and ethical approach to tendering.
	

	
	AS 4000
	AS 4000 – General Conditions of Contract is a widely used standard contract in the Australian construction industry. It provides a balanced framework for managing construction contracts between principals and contractors. The standard outlines the rights, responsibilities, and obligations of both parties, covering key aspects such as payment terms, variations, extensions of time, dispute resolution, and contract termination. AS 4000 aims to fairly distribute risk while ensuring efficient contract administration and project delivery.
	

	
	AS 4950
	AS 4950 provides a set of general conditions of contract that govern the supply of goods and services in Australia. It outlines the rights, responsibilities, and obligations of both parties involved, ensuring a clear and consistent framework. In the context of tender and contract documentation, AS 4950 helps establish standard contractual terms, which can be incorporated into tenders to ensure clarity and fairness. The standard defines how risks, such as delivery delays, quality of goods or services, and payment terms, are to be managed between the parties. It also includes provisions for dispute resolution, offering a structured process to address any disagreements. By referencing AS 4950 in tender documents, both parties have a solid and legally binding agreement, reducing the potential for conflicts during the contract execution.
	




[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, begin by assessing the specific needs of the business and the complexity of the projects. Choose an appropriate costing methodology that accounts for direct and indirect costs, as well as contingencies. Define a clear tendering process with guidelines for submissions, evaluation, and awarding contracts, ensuring transparency and consistency. Establish standard contract templates with clear terms, pricing models, timelines, and risk management provisions. Integrate the system with other business functions, such as procurement and finance, and implement software tools to streamline processes. Ensure staff are trained in these procedures and regularly monitor the system’s effectiveness to align with business objectives.
	




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

	Answer
	The National Construction Code (NCC) is crucial in preparing and evaluating tender documentation as it ensures compliance with minimum standards for safety, design, and performance in construction. When preparing tenders, the NCC helps define the scope of work by outlining technical specifications and ensuring that all aspects of construction, including materials and services, meet regulatory requirements. It mitigates risks by ensuring compliance, which reduces the chance of defects or rework. During evaluation, compliance with the NCC is a key factor in assessing tenders, ensuring that the selected contractor can deliver a project that meets legal and safety standards.
	




[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. Cost Overruns: One of the most significant risks in tendering is the possibility of cost overruns. Contractors may underestimate the scope or complexity of the project, leading to unforeseen expenses. This risk is particularly relevant in construction and engineering projects where factors like site conditions, material costs, and labour availability can fluctuate. Evaluators must assess whether the tender includes realistic cost estimates and contingencies for potential cost escalations. Ensuring the inclusion of appropriate risk allowances in the tender helps mitigate this risk.


2. Non-Compliance with Legal and Regulatory Requirements: Another critical risk is non-compliance with applicable laws, regulations, and standards, such as the National Construction Code (NCC). Failure to meet these requirements can result in delays, fines, or the need for costly rework. During the evaluation of tender documents, it is important to ensure that contractors have accounted for all relevant legal and regulatory standards. This includes checking certifications, licenses, and ensuring that the proposed design complies with local building codes and environmental regulations.


3. Contractor Performance and Capability: A third risk involves the contractor’s ability to successfully complete the project. This includes evaluating the contractor's financial stability, past performance, experience with similar projects, and available resources. A contractor may offer the lowest price, but if they lack the capacity or expertise to deliver the project on time and within budget, this can lead to delays, disputes, or substandard work. Tender evaluations should include a thorough assessment of the contractor's qualifications and track record to ensure they have the necessary capabilities to meet the project’s demands.
	




[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
	Delivery delays can significantly impact both project time and cost. Delays in receiving materials, equipment, or supplies can halt or slow construction, leading to project timeline extensions. Inactive labour due to unavailable resources increases costs, as workers remain on-site without progressing. Contractors may need to expedite deliveries or source alternative, often more expensive, materials, driving up costs. Extended project timelines also incur higher overhead expenses, including site security, insurance, and management fees. Delivery delays can also trigger penalties for late completion, escalating costs and potentially causing legal disputes. Effective planning and reliable suppliers are key to mitigating these risks.
	

	
	Labour shortages
	Labour shortages can significantly affect both project time and cost. A lack of skilled or unskilled workers can delay project progress, extending the completion timeline. To address shortages, contractors may need to pay higher wages or incur additional costs for recruiting workers from outside the area. This can also reduce productivity, as remaining workers take on extra responsibilities, potentially leading to errors and rework. Subcontractors may face similar shortages, further delaying the project. Long-term labour shortages can create a backlog of work, compounding delays across multiple projects. Effective workforce planning and recruitment strategies can help mitigate these risks.
	

	
	Weather
	Weather conditions can significantly impact both project time and cost. Adverse weather, such as rain, storms, or extreme temperatures, can halt work, leading to delays in project completion. Extended timelines increase costs due to additional labour and overhead expenses, while damaged materials from poor weather may require replacements, further raising costs. Weather-related delays can also cause safety risks to workers, potentially causing accidents and additional work stoppages. Rescheduling subcontractors and adjusting timelines may be necessary, causing disruptions. Planning for weather risks and including contingencies in the schedule can help mitigate these impacts.
	

	
	Failure to adequately anticipate labour costs
	Inaccurate labour cost estimation can lead to budget overruns, as the project may require additional funds to cover unanticipated expenses. Underestimating labour needs can result in understaffing, causing delays in project progress and extending the timeline. To make up for the shortfall, contractors may need to hire additional workers at higher wages or pay overtime, increasing costs. Mis forecasted labour costs can also lead to disputes with workers or subcontractors’ overcompensation. Proper labour cost estimation and contingency planning are critical to avoid financial strain and ensure the project stays on schedule.
	




[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
	The Letter of Invitation to Tender (LIT) is a key document that formally invites contractors or suppliers to submit tenders for a project. It provides essential details about the project, including scope, objectives, and timelines, and outlines submission instructions, deadlines, and required documentation. The LIT also serves as a legal document, ensuring the process is transparent, consistent, and compliant with relevant laws. It typically designates a contact person for further inquiries, helping to clarify any uncertainties before submission.
	

	
	Form of tender
	The Form of Tender is a formal document in which a contractor submits an official offer to undertake a project at a specified cost under the terms outlined in the tender documents. It serves as a legally binding commitment, outlining key details such as the price, work schedule, and terms. Once accepted, it forms the foundation of the contract between the contractor and the client. By signing the form, the contractor affirms their intent and agreement to fulfill the project requirements.
	

	
	Pre-construction information
	Pre-Construction Information (PCI) is a crucial document provided to contractors before the start of a project. It includes key details about site conditions, design specifications, safety protocols, and regulatory requirements. PCI helps contractors plan and manage risks, ensures legal and safety compliance, and allows for accurate cost and time estimation. It also facilitates coordination and communication between the client and contractor, ensuring that all project expectations and potential issues are clearly understood.
	

	
	Site waste management plan
	A Site Waste Management Plan (SWMP) outlines strategies for managing waste on a construction site to reduce environmental impact and ensure regulatory compliance. It focuses on waste reduction, recycling, and reuse to minimise landfill use and lower disposal costs. The plan also supports sustainability by encouraging eco-friendly practices and materials. 
	

	
	Contract conditions
	Contract conditions are the terms and provisions that govern the relationship between the client and contractor during a construction project. They define the scope of work, responsibilities, timelines, payment terms, and quality standards. Contract conditions also outline procedures for handling disputes, variations, and delays, ensuring that both parties understand their rights and obligations. They serve as the legal framework for the project, ensuring compliance with laws, protecting both parties, and providing clear guidelines for managing risks, changes, and unforeseen events throughout the project lifecycle.
	




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

	Answer
	Failing to adequately anticipate material costs can lead to cost overruns, requiring additional funds and potentially delaying the project. It may force the reallocation of budget from other areas, affecting resources like labour or equipment. Inaccurate estimations could result in sourcing materials at higher prices or using lower-quality alternatives, impacting project quality. This miscalculation can also lead to disputes with subcontractors or suppliers, further escalating costs and causing delays. Proper material cost estimation and contingency planning are essential to avoid these risks and keep the project on track.
	




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

	Answer
	Allocating too much funding for materials and not enough for labour costs can lead to project delays and inefficiencies. Insufficient labour funding may result in understaffing, causing delays in work completion and potentially increasing overtime costs. It may also lead to lower productivity or quality issues if workers are stretched too thin. 
	




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

	Answer
	Failing to adequately anticipate funding amounts can result in cost overruns, delayed payments, and project delays. Insufficient funds may force the use of cheaper materials or labour, compromising quality. It can also lead to reduced project scope or work stoppages. Proper financial planning and contingency allocations are crucial to avoid these risks and ensure the project stays on track and within budget.
	




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

	Answer
	Industrial disputes caused by misunderstandings or overt actions can lead to project delays, increased costs, and damaged relationships between workers, contractors, or subcontractors. They can also lower workforce morale, reduce productivity, and expose the project to legal risks or claims. Public disputes may harm the reputation of the involved parties, affecting future business opportunities. Clear communication, effective contracts, and proactive conflict resolution strategies are essential to mitigating these risks.
	



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

	Answer
	If a key player in the project defaults or fails to perform their responsibilities, it can cause delays, increased costs, and quality issues. The project timeline may be extended, leading to additional expenses for rework or hiring alternative contractors. Coordination disruptions, legal consequences, and potential reputational damage may also arise. These issues can ultimately affect the success and profitability of the project.
	




[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
	The clause exposes the builder to significant risk, as it allows the client to terminate the agreement if a compromise cannot be reached following events outside the builder's control, such as natural disasters or material shortages. The builder may face project delays due to uncontrollable circumstances but could lose the contract if both parties cannot agree on a solution. This termination provision could lead to financial losses, the need for additional resources, and damage to the builder’s reputation.
	




[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 the builder to significant risk by requiring them to compensate and hold the client harmless for liabilities, damages, and costs resulting from the builder’s own misconduct, negligence, or errors. This provision could lead to substantial financial responsibility for the builder, especially if a serious injury, death, or property damage occurs. The builder could face large reimbursement claims based on their liability percentage, potentially impacting their finances and reputation. This clause shifts a significant portion of the risk onto the builder, particularly regarding legal and financial consequences.
	




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

	Answer
	Labour shortages can delay project milestones, reduce productivity, and disrupt the sequencing of tasks, ultimately impacting the overall project timeline. This can lead to delays in achieving milestones, which in turn delays progress payments.
	




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

	Answer
	An artist’s impression is included with supporting documentation in a tender to visually convey the design concept, scope, and aesthetic vision of the project. It helps the client or stakeholders better understand the proposed outcome, offering a clear, visual representation of the final product. This can aid in decision-making, making the tender submission more engaging and helping to separate the proposal from competitors. 
	




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

	Answer
	Building Information Modelling (BIM) enhances tender documents by providing a detailed, 3D representation of the project. It ensures clarity and accuracy, facilitates collaboration, and enables precise cost and time estimations. BIM also helps identify potential clashes early, reducing errors and ensuring smoother project execution. It improves understanding and engagement by visually conveying the project’s design and components.
	




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

	Answer
	A concise list of selected products should be included in the tender support documentation to provide clarity on the materials and components to be used, ensuring alignment with project specifications and client expectations. It helps the client assess the quality, cost, and availability of materials, and it also demonstrates the contractor's preparedness and attention to detail. 
	




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

	Answer
	Including the workplace industry profile and promotional material in the tender support documentation helps showcase the contractor's experience, reputation, and expertise in the industry. It provides confidence to the client about the contractor's capabilities and past performance, highlighting relevant qualifications and successful projects. This material can also distinguish the tender submission, demonstrating the contractor’s professionalism and commitment to quality.
	




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

	Answer
	In tender supporting documents, include site analysis reports, risk assessments, cost estimates, project timelines, health and safety plans, quality assurance plans, and environmental impact assessments. These documents provide a clear understanding of the project's practicality, risks, management strategies, and compliance with regulations, ensuring transparency and confidence for the client.
	



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

	Answer
	Attaching the site plan to the tender documentation provides a clear visual representation of the project site, helping the client understand the layout, access points, and key features. It aids in assessing potential challenges, planning logistics, and coordinating construction activities. The site plan also ensures alignment between the proposed work and site-specific requirements, such as zoning, utilities, and safety considerations, enhancing the clarity and accuracy of the tender submission.
	




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

	Answer
	Attaching floor plans and detail drawings to the tender documentation provides a detailed visual representation of the project's design and layout. This helps the client and stakeholders fully understand the scope and specifications of the work, ensuring alignment with the project’s requirements. Detailed drawings allow for accurate cost estimation, material selection, and construction planning. They also help identify potential issues or challenges early, enabling better planning and coordination. Including these documents ensures clarity, reduces the risk of misunderstandings, and supports the overall success of the project.
	




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

	Answer
	Using employees for a tender typically involves fixed costs such as wages, benefits, and overheads, offering more control over scheduling and quality. Subcontractors, on the other hand, are paid per task or hour, providing flexibility and specialised skills but with less control and potential variability in costs and performance. Subcontractors also carry their own insurance and liabilities, reducing the contractor's risk but adding complexity in managing contracts.
	




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

	Answer
	You should organise and confirm subcontractors instead of employees for construction projects when specialised skills or expertise are required that your in-house team cannot provide. Subcontractors are ideal for tasks that require specific knowledge, such as electrical work, plumbing, or complex structural work. 
	




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

	Answer
	Amendments to tender applications must be clearly documented and attached to ensure that all changes are officially recognised. Any modifications to the original tender, such as adjusted pricing, scope changes, or new terms, should be outlined in an amendment document. This ensures transparency and keeps both parties informed. The amendments should be signed and dated by relevant parties to confirm agreement and attached to the tender submission to maintain the integrity and completeness of the application.
	




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

	Answer
	A client acceptance form is a document used to formally acknowledge and confirm the client's approval of the tender or project proposal. It outlines the terms, conditions, and scope of work agreed upon by both parties. By signing the form, the client provides their official consent to proceed with the project, ensuring that all expectations are aligned and understood. This form serves as a contractual confirmation and is a critical step in the process of moving forward with the project.
	




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

	Answer
	Before submitting completed tender documents, ensure accuracy of information, compliance with client requirements, and inclusion of all supporting documents. Verify consistency across the proposal, confirm necessary signatures, and review formatting for professionalism. Address any risks and liabilities clearly and ensure the submission meets the deadline. These checks help ensure a thorough, accurate, and well-prepared tender.
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WORKBOOK


	Participant name
	Lucy Muston 




	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) RSMeans Data Online: A comprehensive construction estimating software that assists in developing accurate project budgets and validating costs.

	2) Procore: Offers tools for creating detailed cost estimates, managing budgets, and tracking project expenses in real time.

	3) Buildxact: Provides accurate estimates by incorporating material and labour costs based on project location, enhancing project management efficiency.

	4) Estimator One: is a cloud-based construction estimating software that helps users create accurate and detailed cost estimates for building and construction projects.

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

	Project Manager: Oversees the overall project and is responsible for ensuring the budget and costs are aligned with the project goals.
Cost Estimator: Develops detailed cost estimates for materials, labour, and resources, and monitors costs throughout the project.
Site Manager/Superintendent: Manages the day-to-day operations on the construction site, providing input on labour and material costs.
Finance Officer/Accountant: Oversees financial records, manages cash flow, and ensures that the costs align with the budget.
Contractor/Subcontractors: Provide detailed information on labour and material costs for specific project components.
Managing Director: Reviews and approves the overall cost and ensures the project stays within the allocated budget.
Designer/Architect: Collaborates on design elements that may affect project costs, such as material choices or construction methods. (If required). 


	c) Outline the workplace stakeholders involved in  tendering processes.

	Project Manager: Oversees the tendering process and ensures that all cost elements are correctly calculated and aligned with the project requirements.
Cost Estimator: Prepares detailed cost estimates, including materials, labour, and other resources needed for the project.
Managing Director: Reviews and assesses the submitted tenders to ensure they meet the budget and scope criteria for the project.
Designer/Architect: Provides design specifications that impact the costing and works with the team to ensure the project stays within budget. (if required)
Subcontractors: Provide pricing and specific cost details for specialised work, contributing to the overall cost estimation for the project.





	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	Lucy Muston 




	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)
	Select Date.
	 Workplace
 Simulation
	
	
	

	Task 1 (Occasion 2)
	Select Date.
	 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:


	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:


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


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


	1.1F. 
	Specify where determined risks were documented:


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




	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: 


	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:


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


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


	1.1F. 
	Specify where determined risks were documented:


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






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:
	

	Role of observer 
(Confirm suitability to sign)
	

	Email address of observer
	

	Signature of observer:
	
	Date:
	Select Date.



	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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