


































Apply Construction Information to the Sales Process 
 
 

Occasion 1  
 
The supply and installation of proposed cabinets for a kitchen. 
 
Email trail  
 
To: jandgveldink@bigpond.com  
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
Hi Jeff & Gabrielle, 
 
Again, thank you for choosing Precise Kitchen and Cabinets. As discussed please find 
attached a quotation for the works to be complete. Please let us know which price 
option you would like. Once approved, we can go through construction information 
and processes. 
 
Please let me know if you have any issues. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator 

 
 
 
 
 
To: tess@precisekitchens.com.au 
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
 
Hi Tess, 
 
Thank you for sending through the quote. Can we please go ahead with the Matte 
Black 2 pac paint option - $21,910 + GST? 
 
Some information on the Construction processes would be great to develop 
knowledge for what’s ahead. 
 
Thanks, 
 
Gabrielle Veldink 
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To: jandgveldink@bigpond.com  
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
Hi Gabrielle, 
 
Thanks for letting us know what option you would like so promptly; we can now get 
the ball rolling. Statutory approvals, sustainability and insurance covers are the first 
few things to think about.  
 
As discussed in the kitchen quote, our quotes don’t include pricing for the works 
carried out by other trades. A statutory approval is an official approval, licence or 
permit that is required by law for engaging certain activities. In this case there will 
need to be an electrical and water supply permits approved. 
 
We will need an electrical permit because of the added GPO’s to the island bench. As 
there is already an electricity supply to the area the electrical contractor will need to 
enter into a Network Connection Agreement with the Distribution Network Service 
Provider (eg, Energex). The Distribution Network will advise of the connection offer 
with 10 business days.  
 
There will also need to be a water and sewerage connection approval due to 
additional plumbing needed to change the kitchen sink. This application will be 
submitted to the Queensland Urban Utilities. 
 
Sustainability is also something to think about when you are renovating/building. 
The National Construction Code outlines energy efficiency requirements. It discusses 
the efficient use of energy appropriate to use the structure being built in your case 
it’s a kitchen. Sustainability isn’t something that everyone thinks about. Considered 
materials and product might be expensive to purchase and construct, but it will 
create additional long-term savings.   
 
Please let us know if you would like to use our suggested Electrical and Plumbing 
contractors, we can provide a quote for the works. Working with our suggested 
Electrical and Plumbing contractors will give you less work (not having to organise 
approvals etc) and processes will hopefully run more smoothly.  
 
As discussed in the contract Precise Kitchens have a range of insurances that covers 
us while we are in construction. The other trades should also have appropriate 
insurances to cover their line of work. 
 
Please let me know if you have any issues or questions. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator 
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To: tess@precisekitchens.com.au 
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess,  
 
Thank you for all of that information. I've spoken to Jeff and we will go ahead with 
your suggested contractors. Are you able to provide us with the different stages and 
timeframes of construction, we are hoping to have it done before Christmas do you 
think this is possible? 
 
We also need a timeframe for our flooring people so they can sand and reseal the 
floors – did you have a specific timeframe I can forward them? 
 
Please let us know if you need any information for the approvals. 
 
Thanks, 
 
Gabrielle. 
 
 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
 
Hi Gabrielle, 
 
Perfect, at the moment we don’t need any information for you. We will start the 
approvals/permits process today. 
 
Here is a guide an overall guide for completion: 

1. Arrange services, subcontractors (Electricians and Plumbers) and appropriate 
materials – timeframe: this timeframe varies as its prior to construction  

2. Flooring prep and sand – Timeframe: few days 
3. Rough in for Plumbing and Electrical – Timeframe: 1 week 
4. Installation of kitchen cabinets – Timeframe: 1-2 weeks 
5. Fit-out/fixing stage – Plumbing & Electrical – Timeframe – 1-2 weeks 
6. Finishing touches – Cabinet makers, painting – 1 week 
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Here is a guide to tell your flooring people: 
 
Monday 25th November: 

• PKC to remove kitchen 
• Electrical and Plumbing disconnection  

Tuesday 26th November:  
 

• Flooring people to prepare floor (**Please book a PM time of lunch time 
onwards, just in case electrical and plumbing work is still going in the morning) 

Wednesday 27th November:  

• PKC to start installing kitchen cabinets 

Friday 29th November: 

• Stonemason booked for benchtop measure (there is a 2 to 2.5 week turn-
around time for benchtop manufacturing, so we anticipate benchtops to be 
installed 13-18/12/19 

We should hope to have all our installation complete by 5/12/19, so the flooring 
people can come back on the Friday 6/12/19 to do the floors. 
As soon as benchtops are installed, we will need 1-2 days for tiling, grouting, silicone 
and kickboard installation. Electrical and Plumbing trades will be back for re-
connections. 
 
The project should be completed by Friday 20th December. Just in time to enjoy 
over Christmas. However, there is a range of different factors that could affect the 
construction. In this case, materials might not be available, and contractors might 
not be available therefore, the work isn’t getting completed on schedule. These 
factors are something to keep in mind when it comes to construction.  
 
We will keep you updated with our tradesman’s and our contractors and try our best 
to plan everything ahead of time. 
 
Hope this helps. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator 
 

 
 
 



 
To: tess@precisekitchens.com.au 
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess 
 
Thanks for the update. 
 
The flooring people said they should be fine with that schedule. 
 
Can you please give me the number of the electrician we will be using? 
I would like to touch base re the lighting in the ceiling. 
 
Thanks, 
 
Gabrielle. 
 
 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
Hi Gabrielle, 
 
The electrician is Thomas Jacobs at Thomas Blake Electrical. 
 
His number is 0430 788 770 
 
I have given him a heads up that you may contact him regarding the work.  
 
I’m going to forward you an email regarding establishment and site access 
requirements, ill need some information from you regarding this let me know if you 
have any questions. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator  
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To: jandgveldink@bigpond.com  
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
Hi Gabrielle, 
 
There are a few more things to discuss before construction starts. We can go 
through this together when I see you tomorrow however; I thought its good to have 
it in writing to go back to. 
 
Access & egress – As per the Work Health and Safety Regulations 2011 all work areas 
must cater for people enter, exit and move about without any Health and Safety 
risks. Please ensure your home as clear entry ways for the tradesman’s to come in 
and out the house. 
 
Electricity Supply and Water connection – Is this in regards to disconnection and 
connections. As construction is underway the contractors and ourselves we will be 
able to organise this and ensure this requirement is undertaken. 
 
Rubbish and waste disposal – We will also organise a permit if necessary for a skip 
bin to put your old kitchen and other waste in. We can organise the placement of 
the rubbish bin when I see you tomorrow. 
 
Site facilities – Facilities such as toilets, drinking and washing water must be 
adequate. Gabrielle, please confirm that the tradesman’s are able to use these 
facilities? We understand that there may be times when the water and electricity 
need to be turned off to complete works. In that case we will organise a portable 
toilet and drinking water for the tradesmen. 
 
Once construction is underway all the contractors are to take responsibility for 
everything on the site; for example their own materials, tools and heath and safety 
procedures/requirements. 
 
Throughout the stages of construction we will keep in regular contact, giving you 
updates and to discuss any queries and variations. Our customers always have the 
right to access the site however, due to safety reasons we ask that you stay away 
from the site when the contractors are working. If you would like to go through the 
site please talk to us first and we can arrange a time. 
 
To avoid confusion and miss communication please ensure you come directly to the 
Project Manager, or myself, as we will again manage all the subcontractors and their 
working schedule. 
 
Thanks, 
 
Tess Veldink – Contract Administrator  
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Contract Administrator  
To: tess@precisekitchens.com.au 
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
Thank you for giving that to us in writing. In regards to the facilities the tradesmen 
are more than welcome to use the bathroom etc. 
 
We can discuss this further if you like when I come into the office tomorrow. 
 
Thanks, 
 
Gabrielle Veldink 
 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Request for Information - Kitchen 
From: Tess Veldink – Precise Kitchens and Cabinets 
 
Hi Gabrielle, 
 
Please see below a request for Information from the Plumbers. 
 
REQUEST FOR INFORMATION 
 

To Precise Kitchen No. Pages 1 

Attention Tess Veldink - CA Date 17/12/19 

From Tradewinds - 
Jordan 

RFI No. 001 

Project 7 Cassim Place Response Req by 18/12/19 

SUBJECT Plumbing finishes   

 
To Tess, 
 
Can you please speak to your client as the main kitchen tab they have chosen is out 
of stock. I have attached 2 different taps similar to the original one, both have the 
same fitting so no need for different fittings. 
 
Can you please pass this on and get some clarification on which one they would like?  
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Kind Regards, 
Jordan Chalustowski 
Plumber 
 
 
 
 
 
 
 
 



 
 
To: tess@precisekitchens.com.au 
Subject: Supply & installation of proposed cabinets for a kitchen. 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
Thanks for letting us know about the unavailability. Can we please go ahead with the 
Caroma tap? Due to the minor change I’m happy for Jordan just to go ahead with the 
works and not submit a variation this time. 
 
Please let me know if you have any questions. 
 
Thanks, 
 
Gabrielle Veldink 
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Occasion 2 
 
The construction of a pergola at house 7 Cassim Place, Redland Bay. 
 
Email trail  
 
To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
Hi Jeff & Gabrielle, 
 
Thank you for approving the quote for $20k. Please see attached the official plan of 
the pergola for your perusal. 
 
Before we start construction there are a few things that we will need to explain such 
as construction information and processes. These next emails will give you an 
understanding of the next steps to building your pergola. 
 
Please let me know if you have any questions or issues. 
 
Thanks 
 
Tess Veldink 
Contract Administrator 
 
 
 
To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
Some more information would be great, we are very interest to have a clear timeline 
of the works being completed with a completion date. Are you able to send that 
through. 
 
Thanks, 
 
Gabrielle Veldink 
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To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
Hi Gabrielle, 
 
Statutory approvals, Sustainability & Insurance are the first few things we want to 
give you insight to. These three things are to be made aware prior to construction. 
 
As quoted the final price does include other trades pricing eg. Electricians and 
Plumbers and the other trades. Statutory approvals are an official approval, licence 
or permit that is required by law to complete work. As the contractors are organised 
by us we will deal with the approvals for you. The approvals will be for electrical and 
water supply permits throughout the construction of the pergola. 
 
Have you thought about sustainability? Its definitely something to think about it can 
be expensive but it worth it long-term you will receive more in return and it’s a great 
selling point. For example, for the pergola use energy efficient GPO and lower water 
pressure taps outside and for the roof you could use Fibre-cement composite roof 
materials these types of materials have a 60 year warranty on them. Using 
considered items when building is becoming more and more popular and something 
that can be beneficial. 
 
As stated in the contract all contractors have valid insurances that cover all works for 
the jobs. As the builders we will ensure that all insurances are kept up to date and 
that we have current copies. 
 
Please let me know if you have any issues. 
 
The next email will be in regards to the stages and timeframes with approximately 
durations. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator  
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To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
Thanks for that information, that all makes sense. Please let me know if you need 
anything from us regarding the permits, insurances etc. 
Thanks,  
Gabrielle. 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
Hi Gabrielle, 
 
Please see below the construction process for the pergola. 
 
Please let me know if you have any questions. 
 
Stage 1 Arranging subcontractor and cleaning of the site. This stage includes; 

- Arranging subcontractors like Electricians and Plumbers etc 
- Organise Earthmover to clear and establish site 
- Order the materials with approx. delivery dates eg. Sand, Bricks, Concrete 
- Date Period – Varies as its prior to construction, will start the process on 

Monday 20th of January  
 
Stage 2 Slab/base stage. This stage includes; 

- A Surveyor will measuring out the design and organise the set out of the site 
- Under slab drainage – the Plumber will need to install the pipes which will be 

under the flooring on the pergola 
- Excavation of footings – Prepares the site for building, this should cure with 

minimum 7 days before the next step 
- Brick Base – The Brick layers install a the first brick layers 
- Concrete slab – The concreters will complete formwork then pour the slab  
- Date Period – 1-2 weeks approx. 3rd Feb – 17th feb  

 
Stage 3 Frame Stage. This stage includes; 

- A Carpenter will Install the support structure and roof frame  
- Bricklayers will start of the brick pillars and the paver flooring 
- Electricians will start the electrical wiring for down lights and GPO’s 
- Plumbers will complete the gutter installation 
- Date Period – 2 weeks – 24th Feb  
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Stage 4 Fit-out/ Practical completion stage (the lockup stage doesn’t apply as it’s a 
pergola/patio) 

- Electrical and plumber fixtures and fittings are installed 
- Painters then come in the paint ceiling and internal walls outside 
- All trades to have everything installed and ready for the customer to use  
- Date Period – 1-2 weeks – 16th Feb  

 
As per the timeline the pergola should be functional and be able to be used by the 
16th February.  
 
We will keep you updated with our tradesman’s and our contractors and try our best 
to plan everything ahead of time. 
 
Hope this helps understand the construction process a bit more. 
 
Thanks, 
 
Tess Veldink 
Contract Administrator 
 
 
 
 
 
To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
Thank for you for the timeline will there be any potential delays that will affect the 
construction time? 
 
Thanks, 
 
Gabrielle. 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
Hi Gabrielle, 
 
Yes there are always a number of factors that could affect the construction process. 
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Availability of materials – Materials are rare of difficult to source may be harder to 
get. However we try to avoid this by ordered the goods well in advance. 
 
Availability in labour – We have to remember that subcontractors also have other 
work that they booked in and that the construction sequence is vital to building. We 
need to organise dates well in advance to ensure they are booked in for when we 
need them. This is something we have already done. 
 
Weather conditions – Weather can affect the ability for trades to complete there job 
on time eg. Concreters pouring the slab -  This is something that will need to dealt 
with when it happens, however we can keep an eye on the weather forecast and 
potentially go to plan B. 
 
Changing condition – If the job is altered in any way this can cause set back and 
project timeframes due to potentially new material and labour organisation.  
 
Thanks, 
 
Tess Veldink  
Contract Administrator  
 
 
 
 
To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
In regards to the changing condition I think Jeff and I have decided to change the 
bricks. Are you able to provide us with a variation? From my understanding these 
will need to be ordered asap. 
 
Sorry for the late notice. 
 
Thanks, 
 
Gabrielle 
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To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
Hi Gabrielle, 
 
No that’s fine, ill get that organised today for you.  
 
We also need to let you know of site establishment requirements. Please read the 
below. 
 
Access & egress – As per the Work Health and Safety Regulations 2011 all work areas 
must cater for people enter, exit and move about without any Health and Safety 
risks. Please ensure your home as clear entryways for the tradesman’s around the 
house during working hours. 
 
Electricity Supply and Water connection – Is this in regards to disconnection and 
connections. As construction is underway the contractors and ourselves we will be 
able to organise this and ensure this requirement is undertaken. 
 
Rubbish and waste disposal – We will also organise a permit if necessary for a skip 
bin to put at the front of your house. I’m thinking that’s the best spot, its close 
enough but also out of the way. 
 
Site facilities – Facilities such as toilets, drinking and washing water must be 
adequate. Due to the size of the project we will organise a portable for the 
tradesmen, we may be able to put them around the other side of the house near the 
shed. We understand that there may be times when the water and electricity need 
to be turned off to complete works. In this case we will organise drinking water and 
generators if needed.  
 
Protection of adjoining owners – Lets neighbours know of the construction, 
providing them with start dates and contact numbers. 
 
Once construction is underway all the contractors are to take responsibility for 
everything on the site; for example their own materials, tools and heath and safety 
procedures/requirements. 
 
Throughout the stages of construction we will keep in regular contact, giving you 
updates and to discuss any queries and variations. Our clients always have the right 
to access the site however, due to safety reasons we ask that you stay away from the 
site when the contractors are working. If you would like to go through the site please 
talk to us first and we can arrange a time. 
 
To avoid confusion and miss communication please ensure you come directly to the 
Project Manager, or myself, as we will again manage all the subcontractors and their 
working schedule. 
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Thanks, 
 
Tess Veldink 
Contract Administrator  
 
 
 
 
 
 
To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
Hi Tess, 
 
The tradesmen are more than welcome to use our house facilities such as the toilet, 
bathroom and kitchen. However, it also wouldn’t hurt to order the other facilities as 
a back up, using the other side of the house is fine. 
 
Can I please have the Project Managers number as a back up to yours if I need to call 
him? 
 
Thanks Gabrielle. 
 
 
 
 
To: jandgveldink@bigpond.com  
Subject: Construction of Pergola  
From: Tess Veldink – Archgola Queensland  
 
 
His details are below; 
 
Dan Holt – Project Manager 
Number: 0437 678 453 
Email: Danh@archgolaqld.com.au 
 
Please find attached the variation for the different bricks. Please review and 
approve. 
 
Thanks, 
  
Tess Veldink 
Contract Administrator  
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CONTRACT VARIATION 
 
 
Date: Monday 6th January 2020 
 
Builder: Archgola Queensland 
 
Ref: 18012/Variation/V001 
 
Attention: Jeff and Gabrielle Veldink 
 

Project: 7 Cassim Place, Redland Bay 
 

Subject: V001 Change of pavers for pillars and flooring 
 
 

Jeff & Gabrielle, 
 
Please see attached our variation submission for the change of mind pavers for the 
pillars and flooring.  
 
Submission value: 
 
$34.00 per sq metre (0.68 each) – 44 sq. metres to cover 
Total additional cost - $1496.00 
 
Scope/Product 
 

- Adbri Masonry Havenbricks 200x100x50mm pavers – 2200 pavers 
 
Variation start date 
Start 3rd February  
 
Authority to proceed 
 
Name: 
Role: 
Date: 
 
We trust the above meets your approval and we await your issue of a variation order 
 
Tess Veldink 
Contract Administrator  
 
 
 
 



 
To: tess@archgolaqld.com.au 
Subject: Construction of Pergola 
From: Jeff and Gabrielle – jandgveldink@bigpond.com 
 
 
Authority to proceed 
 
Name: Gabrielle Veldink 
Role: Client  
Date: 6th of February  
 
Thanks Tess. 
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