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CPCCBC4031 
Process client requirements 

ASSESSMENT SUMMARY

The assessment activities for CPCCBC4031 Process client requirements cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

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

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

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

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

	Participant name
	Michael Trott

	Participant signature
	


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

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Workbook 
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for CPCCBC4031
	Select Date.
	 Competent
	 Not Yet Competent



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

	 Theory Exam
 Workbook
	 Practical Assessment



	Assessor name
	

	Assessor signature
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THEORY EXAM


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

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

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

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


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

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

	




[bookmark: _Ref131680847]Discuss government building and construction legislation relevant to your state or territory, that you must comply with when preparing contract documentation.

	[bookmark: _Hlk85785851]Answer
	The Building Act 1975 governs all building work in Queensland, empowering the regulation of certain aspects of buildings and structures. The entire industry is affected by this legislation, including licensees, building professionals, local councils and the general community.

	




[bookmark: _Ref131680854]What is the National Construction code (NCC)?

	Answer
	This is a set of technical standards for buildings' design, construction, and performance and plumbing and drainage systems that apply throughout Australia.
	




[bookmark: _Ref131684332]Describe the approval or permits needed before construction can start on most types of residential building work in your state or territory.

	Answer
	Development approval - This approval is necessary if the building work involves a new building, alterations, or significant changes in land use
Building approval- Also known as a building permit, this is required before any construction can begin. Building Approval ensures that the proposed work complies with the Building Code of Australia and relevant Queensland standards

	



[bookmark: _Ref131684335]Discuss what a restrictive covenant is and how it may affect a new home construction.

	Answer
	A restrictive covenant is a private treaty or written agreement between landowners that limits the way land can be used and developed. A restrictive covenant may prohibit you from doing certain things with your property, such as building a second dwelling, or selecting specific materials for the building or fences.

	




[bookmark: _Ref132091606]Describe what an ‘item rate contract’ is including the legal requirements.

	Answer
	An "item rate contract," also known as a "unit price contract" or "schedule of rates contract," is a type of contract commonly used in the construction industry where the payment is based on the unit rates of work or items completed rather than a single fixed price for the entire project. This contract is especially beneficial in projects where the quantities of work required cannot be precisely determined in advance or are likely to change
The legal requirements for an item rate contract typically include the following elements:
Contract Agreement: A formal contract agreement is required, outlining the terms, conditions, and the unit rates for various items of work. This agreement must be clear and agreed upon by both parties.
Detailed Specifications: The contract should include detailed specifications of the work to be performed, including the quality standards, materials specifications, and technical requirements.
Schedule of Rates: A comprehensive schedule of rates for each unit of work must be defined in the contract. This schedule is crucial as it will determine the payment for each unit completed according to the specified standards.
Measurement and Certification: The contract should specify the methods for measuring each type of work and who will certify the completed work for payment. Regular updates and measurements are typical, with payments often made on a monthly basis following verification and approval of the work performed.
Variation Orders: Since item rate contracts are often used in projects with uncertain elements, the contract must include provisions for variation orders, allowing for adjustments to the contract quantities or introduction of new items.
Dispute Resolution: Given the nature of the payment structure, it's essential to include a clear dispute resolution mechanism in the contract. This mechanism typically involves negotiation, mediation, arbitration, or legal action in cases of disagreement over quantities, unit prices, or quality of work.
Completion Criteria: The criteria for the acceptance and completion of each type of work must be explicitly stated to ensure all parties have a common understanding of what constitutes completion.
Compliance with Laws: The contract must adhere to all relevant local, state, and federal construction laws and regulations, including building codes, safety standards, and labor laws.

	




[bookmark: _Ref132091611]Describe what a ‘lump sum contract’ is including the legal requirements.

	Answer
	On a lump sum contract, the customer and the contractor agree on a "fixed fee" for the work to be done before work begins. This contract can be used to build both residential and commercial buildings. A lump sum construction contract is risky because the contractor has fewer options for modifying their price 
The legal framework surrounding lump sum contracts typically involves several crucial components to ensure clear, enforceable agreements between parties. Here are the fundamental legal requirements:
Contract Agreement: A comprehensive written agreement is essential, specifying the lump sum price and a detailed description of the project scope, including plans, blueprints, and specifications.
Scope of Work: The scope of work must be explicitly detailed in the contract to avoid ambiguity and potential disputes. This should include the quality of materials, standards of workmanship, and specific tasks to be completed.
Payment Terms: The contract should clearly outline the payment schedule based on milestones or specific timelines. It should also detail the process for managing and approving any change orders that might affect the contract sum.
Change Order Provisions: Given that project scopes can evolve, lump sum contracts must include provisions for change orders, detailing how changes will be priced, approved, and integrated into the existing contract structure.
Completion Criteria: The contract should define what constitutes completion and the conditions for final payment. This often includes walkthroughs, inspections, and obtaining necessary occupancy permits or certifications.
Dispute Resolution Mechanisms: Effective mechanisms for resolving disputes should be included in the contract to manage disagreements related to project specifications, quality, delays, or payments. Common approaches include mediation, arbitration, or legal proceedings.
Compliance and Legal Standards: The contract must comply with all relevant laws and regulations, including zoning laws, building codes, environmental regulations, and labor laws. Compliance ensures that the construction project is legally sound and reduces the risk of future legal challenges.
Warranties and Guarantees: The contract should specify any warranties on workmanship or materials provided by the contractor, outlining the duration of the warranties and any conditions or limitations associated with them.

	




[bookmark: _Ref132093466]Discuss the purpose of having site plans developed.

	Answer
	The purpose of having site plans drawn is to show the site's boundaries, access points, and important surrounding structures.  
	




[bookmark: _Ref132093468]When are sketches of proposed plans used?

	Answer
	Sketches are often used in presentations to clients to help them understand the proposed design. Because sketches can be easier for non-professionals to interpret than technical drawings, they are an effective communication tool for explaining design intent and gathering initial feedback.
	




[bookmark: _Ref132094655]How do you ensure you provide the correct legal, technical and product information to the client?

	Answer
	Start by clearly understanding what the client needs. This includes the scope of the project, specific requirements, expectations, and any constraints. Knowing these will help tailor the information you provide.
	




[bookmark: _Ref132095519]Discuss why a site investigation is an important part of the building process.

	Answer
	The results of a site investigation can help the possibility of a cost-effective and safe design increases, and help the project to be completed on time and within budget.

	




[bookmark: _Ref132095520]If you discover steep terrain on sections of the site, what are some methods a build can be achieved?

	Answer
	Constructing retaining walls is a key method for managing sloped sites. These walls support soil laterally so that it can be retained at different levels on the two sides. Retaining walls can be made from a variety of materials including concrete, stone, and wood.
	



[bookmark: _Ref132096312]What building information must you discuss with the client that may influence and effect the design requirements?

	Answer
	Local climate
What kind of temperature range, annual rainfall, winds, and storm and heatwave frequency can you expect? Is there a risk of flooding, drought, or wildfire in the area? Speak with neighbours who have lived in the region for a long time to learn about the microclimate and the history of floods, droughts, and bushfires in the area.

	




[bookmark: _Ref132098343]Clarify your workplaces financial and business principles related to dealing with clients.

	Answer
	Clearly communicate service fees, costs, project timelines, and any potential conflicts of interest. Clients appreciate open and honest communication, as it builds trust and reduces misunderstandings.
Strive to deliver the highest quality of work possible. This involves continuously improving skills, processes, and services, and staying updated with industry standards and innovations.

	




[bookmark: _Ref132099433]Explain why it is important to follow workplace processes for preparing documentation.

	Answer
	Standardized documentation processes ensure that all documents are consistent in terms of format, language, and style. This uniformity is crucial when multiple employees are creating documents that may be used internally or sent to clients. Consistency helps maintain professionalism and makes documents easier to read and understand.
	




[bookmark: _Ref131590336]Describe what a CRM system is and provide two (2) ways this system can benefit a business.

	Answer
	What it is: A CRM system is a tool that aids in the collection, organization, and management of customer information.

1. This allows your customer service team to access a comprehensive view of the customer to offer more personalized and informed support.
 
2. With access to comprehensive customer data and history, CRM systems enable customer service teams to quickly identify solutions based on past interactions and established preferences
	




[bookmark: _Ref132100339]Discuss the term “copyright” and how it relates to architectural plans and structures.

	Answer
	Architectural drawings and plans are considered artistic works and are therefore protected under copyright law from the moment they are created and fixed in a form of expression. This protection means that the original creator of the architectural plans has the exclusive right to use, reproduce, modify, and distribute the plans.
	



[bookmark: _Ref128122625]Provide a brief description for each of the following documents used in construction contracts.

	Answer
	Documents
	Description
	

	
	Agreement
	This document will outline the contract's overall purpose and the contract fee.
	

	
	Drawings / Blueprints
	Drawings give a quick overview of the entire project. Before any building activities begin, they should be given to contractors
	

	
	General conditions
	They supply the project's "how-tos." Most significantly, general conditions spell out all the contracting parties' rights and obligations. It will also clarify each party's tasks and responsibilities
	

	
	Scope / Statement of work
	The scope of work establishes how much work a person must perform to meet their contractual commitments
	




[bookmark: _Ref132101531]Why would a schedule of values be added to the contract?

	Answer
	The schedule of values may be added to the contract to be used as a management tool to help with progress payments submission and review. This document can assist in maintaining financial flow and timely payment of invoices
	




[bookmark: _Ref132102876]What is the purpose of documenting a preliminary contract?

	Answer
	Preliminary documentation helps clarify and outline the scope and objectives of a project. It ensures that all stakeholders have a clear understanding of what the project aims to achieve and what will be included and excluded in the project scope. This clarity is crucial for aligning expectations and preventing scope creep during later stages of the project
	




[bookmark: _Ref132108467]Discuss when and how you will submit the plans for approval with the local council.

	Answer
	Before you submit your plans, ensure all preliminary site analyses, feasibility studies, and initial designs are complete. These include environmental assessments, land surveys, and preliminary architectural designs
Gather all required documentation including:
· Detailed site plans
· Architectural drawings
· Structural and engineering plans
· Environmental impact assessments
· Application forms specific to your local council
· Proof of property ownership
· Any required fees
Ensure all compliance, submit to local council and pay relevant fees 

	




[bookmark: _Ref132103901]Imagine you are working for a large building and construction company. Why would you submit your completed contract documents to management or administration?

	Answer
	Submitting these documents to management ensures that they are properly filed and archived for future reference. This is crucial for historical record-keeping, resolving any future disputes, and for auditing purposes.
	




[bookmark: _Ref132105324]If building in Queensland, when must you provide the client with the copy of the Consumer Building Guide developed by QBCC?

	Answer
	You must give the client a copy of the Consumer Building Guide before they sign the contract if the following conditions apply:
· The contract is for residential construction work.
· The contract price is more than $3,300.

	




[bookmark: _Ref132105326]Which documents should be included with the contract for the client to read and approve before signing?

	Answer
	Home warranty insurance
Licenses and permits
Warranties and guarantees 
	



[bookmark: _Ref132106924]Explain how you can confirm the client's understanding of extent and cost of required site works.

	Answer
	Provide a comprehensive and itemized proposal or estimate that outlines all expected site work and corresponding costs. This document should break down the work into understandable segments, specifying materials, labour, equipment, and any contingencies. Clear, language should be used to ensure the client can easily understand what each item entails and why it is necessary.
	




[bookmark: _Ref132106855]Why should variations and problem areas be discussed with client?

	Answer
	n many cases, variations can affect the scope, cost, or timeline of a project. Discussing these variations with clients is crucial because changes often require formal approval to proceed. This is not only a contractual necessity in many cases but also ensures that the client feels involved in the decision-making process, leading to better satisfaction with the final outcome
	




[bookmark: _Ref132109161]Explain the importance of documenting site access and egress for construction site works.

	Answer
	Safety is the most critical reason for documenting access and egress points at a construction site. These plans ensure that all workers and visitors know the safest routes for entering and exiting the site.
	




[bookmark: _Ref132109180]Explain how excavation and earthmoving may be needed as part of the construction process.

	Answer
	Before any construction can begin, the land must be prepared. This usually involves clearing the site of any vegetation, debris, or existing structures. Excavation and earthmoving are essential for leveling the ground, removing any unsuitable topsoil, and preparing the foundation for building. Proper site preparation ensures that the land is stable and suitable for the construction of buildings or other structures.
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WORKBOOK


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

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

	Resources requiredANSWERS


	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]

	Research the NCC and respond to the following questions:
a) What requirements are contained in the NCC Volume One?
b) What requirements are contained in the NCC Volume Two?
c) What is explained in NCC Volume Three Section A?



	a) What requirements are contained in the NCC Volume One?

	Volume One of the NCC specifically addresses the Building Code of Australia (BCA) for Class 2 to Class 9 buildings. These classes include residential apartment buildings, commercial, industrial, public buildings, and other non-residential buildings.
These requirements are divide into key sections:
1 structural adequacy 
2 Fire resistance
3 access and egrss
4 service of equipment
5 Health and amenity
6 Safety measures
7 Energy efficiency and sustainability 
8 Accessibility 
9 Building classifications
10 Provisions for specific hazards

	b) What requirements are contained in the NCC Volume Two?

	Volume Two focuses on the Building Code of Australia (BCA) for Class 1 and Class 10 buildings. Class 1 buildings typically include single residential dwellings and townhouses, while Class 10 buildings encompass non-habitable structures such as garages, sheds, and carports.
1 structural adequacy 
2 Fire resistance
3 Health and amenity
4 Access and egress
5 Safety measure
6 Energy efficiency
7 Services and equipment
8 Building practices and materials
9 Site preparation and foundation
10 Watewrproofing


	c) What is explained in NCC Volume Three Section A?

	Ncc volume 3 section a sets out the governing requirements for the plumbing code of Australia





	Satisfactory Outcome
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PRACTICAL ASSESSMENT


	Participant name
	Michael Trott




	FOR THE PARTICIPANT

	Instructions

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




	FOR THE ASSESSOR/OBSERVER

	Instructions

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





	TASK OUTCOME

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

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	10/05/2024
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

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

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

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

	Task
	Provide detail 

	1.1A. 1.1B. 
	Specify local government researched for planning and building application, permits and approvals:
Brisbane city council

	1.1C. 
	Specify legislation accessed to determine relevant government construction legislation:
NCC

	1.1D. 
	Specify legal, technical and product information provided to client:
Contract documents

	1.1E. 1.1F. 
	Specify site features or factors documented that may influence the build:
Climate

	1.1G. 1.3B. 
	Specify how the participant communicated site concerns and the extent of variations and costs with the client:
Assessment and cost estimation

	1.1H. 1.3D. 
	How were client requirements confirmed:
Documentation

	1.2B. 
	Specify how copyright risks were addressed:
Establishing clear policies

	1.2D. 
	Specify how estimates were determined for the contract:
Visual inspections and measurements

	1.2E. 1.4B. 
	Specify who documents were submitted to for checking and recording:
Compliance

	1.3A. 
	Specify method used when forwarding documents and estimated costs to client:
Email
File sharing
Recording and archiving 






CPCCBC4031
Process client requirements

	Practical Task 1 

	Description of task:
The participant must prepare contract documentation, drawings and specifications for a construction project that meet client requirements, using workplace documents and according to workplace and legislative requirements including:
· Identify client requirements.
· Research current and relevant local government building design requirements and approval processes.
· Determine local government requirements, restrictive covenants, permits and planning requirements.
· Access, read and determine relevant government construction legislation.
· Provide correct legal, technical and product information to the client.
· Organise site investigation 
· Identify and document site features and factors that may influence the building design requirements.
· Discuss site and building information that may affect the design requirements with client.
· Determine and confirm client requirements.
· Prepare preliminary documentation
· Locate and adhere to workplace processes for preparing documentation.
· Identify and address documentation, design and copyright risks.
· Accurately communicate requirements for sketch plans and drawings to drafting personnel.
· Prepare and complete preliminary contract, agreement and estimated processing costs.
· Submit documents to the relevant personnel for checking and recording.
· Establish client satisfaction
· Forward plans developed documents and estimated costs to client for review, amendment and approval.
· Confirm client's understanding of extent and cost of required site works.
· Identify variations and problem areas and analyse and rectify issues in consultation with client.
· Verify accuracy of amended documentation and ensure client requirements are met.
· Finalise contract requirements
· Check all plans, documents and specifications sighted by client are signed or initialled.
· Compile signed documents and forward to relevant person for verification and processing for the next stage.

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: 
Access to workplace PC and software to research building legislation, council requirements, prepare client contracts, drawings, costings and documents; and communicate with client and relevant personnel; workplace policies, procedures and quality documentation.

	Observer details

	Name of observer:
	Bruce Davie

	Role of observer 
(Confirm suitability to sign)
	General manager

	Email address of observer
	bdavie@core4service.com

	Signature of observer:
	
	Date:
	15/05/2024

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

	1 Identify client requirements.

	[bookmark: _Ref132112701]Research current and relevant local government building design requirements and approval processes.
	
	[bookmark: _Ref132112703]Determine local government requirements, restrictive covenants, permits and planning requirements.
	
	[bookmark: _Ref132112810]Access, read and determine relevant government construction legislation.
	
	[bookmark: _Ref132112932]Provide correct legal, technical and product information to the client.
	
	[bookmark: _Ref132113048]Organise site investigation 
	
	[bookmark: _Ref132113050]Identify and document site features and factors that may influence the building design requirements.
	
	[bookmark: _Ref132113114]Discuss site and building information that may affect the design requirements with client.
	
	[bookmark: _Ref132113164]Determine and confirm client requirements.
	
	2 Prepare preliminary documentation.

	[bookmark: _Ref132114008]Locate and adhere to workplace processes for preparing documentation.
	
	[bookmark: _Ref132113406]Identify and address documentation, design and copyright risks.
	
	[bookmark: _Ref132114023]Accurately communicate requirements for sketch plans and drawings to drafting personnel.
	
	[bookmark: _Ref132113472]Prepare and complete preliminary contract, agreement and estimated processing costs.
	
	[bookmark: _Ref132113516]Submit documents to the relevant personnel for checking and recording.
	
	3 Establish client satisfaction.

	[bookmark: _Ref132113654]Forward plans developed documents and estimated costs to client for review, amendment and approval.
	
	[bookmark: _Ref132113724]Confirm client's understanding of extent and cost of required site works.
	
	[bookmark: _Ref132114058]Identify variations and problem areas and analyse and rectify issues in consultation with client.
	
	[bookmark: _Ref132113771]Verify accuracy of amended documentation and ensure client requirements are met.
	
	4 Finalise contract requirements.

	[bookmark: _Ref132114071]Check all plans, documents and specifications sighted by client are signed or initialled.
	
	[bookmark: _Ref132113879]Compile signed documents and forward to relevant person for verification and processing for the next stage.
	




	Observer comments:
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