STEP 1:

1. Consult the client to determine the requirements related to the project design and costs associated with site work via email.

From: nao@knightscbi.com
To: abc@commcompany.com
Date: 15/03/2023
Subject: requirements related to the project design and costs associated with site work

Good morning Big Boss and Small Boss

I hope this email finds you well. We are excited to be working with you on the change room construction project. In order to move forward with the project design and cost estimation, we would like to gather some more information about your specific requirements.
Firstly, thank you for the details you provided about the change room you would like to construct. This included information about the size of the change room, the number of rooms, the specific features or amenities that will be included, and other relevant information that helped us to better understand your vision for the project.
We now have better information about the location of the site, existing structures, or infrastructure, and environmental or regulatory requirements that we should be aware of.
As discussed, the construction of the change room will require site works, including excavation, site clearing, and site preparation. Additionally, based on the site location, it appears that we will need to address specific environmental and regulatory requirements, such as permits for drainage and waste disposal.
In terms of the design, our team has reviewed your specifications and has prepared a design that meets your requirements. The change room will include the changerooms, showers, toilets, storerooms, kitchen, and office. The design also considers all relevant government construction legislation, including building codes and safety standards and that we ensure the facility is safe and compliant.
Based on the information provided, we have estimated the total cost of the project to be about $1 million. This estimate includes the cost of materials, labour, equipment, permits, and any other related costs. However, please note that this estimate is subject to change depending on any additional requirements that may arise during the construction process.
If you have any questions regarding this request, please contact me directly at the contact information below.
Thank you for your time and assistance. I look forward to hearing from you and we look forward to working with you on your project.
Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
(LOGO)


2. Confirm client's understanding of extent and cost of required site works and the required design via email.

From: abc@commcompany.com
To: nao@knightscbi.com
Date: 15/01/2023   Time: 3:00pm
Subject: requirements related to the project design and costs associated with site work

Dear Noreen
Thank you for providing us with the details regarding the construction of our change room. We have reviewed the information and understand that site works, such as excavation, site clearing, and site preparation, will be required. We also acknowledge that specific environmental and regulatory requirements need to be addressed, such as permits for drainage and waste disposal.
We appreciate your team's efforts in reviewing our specifications and providing us with a design that meets our requirements. The design includes all necessary features, such as the changerooms, showers, toilets, storerooms, kitchen, and office. We are satisfied that the design takes into account all relevant government construction legislation, including building codes and safety standards, to ensure the facility is safe and compliant.
We understand that the total cost of the project is estimated to be about $1 million, which includes the cost of materials, labour, equipment, permits, and any other related costs. We acknowledge that this estimate is subject to change depending on any additional requirements that may arise during the construction process.
Based on the information provided, we agree to proceed with the construction of the change room. We appreciate the level of detail and transparency provided by your team and are confident that the project will be completed to a high standard.
We are excited about the prospect of any possibility of working with you soon.

Kind regards


Big Boss
Big Boss
Managing Director
ABC COMM COMPANY
1 STREET, ABC LAND, QLD
Australia
Phone: 0123456789



SUBMISSION OF ACTIVITY 1:
Checklist (completed in workbook)
Template 1 (completed in workbook)
Emails (as below)
A. Email evidence that you have provided correct legal, technical and product information to the client.

From: nao@knightscbi.com
To: abc@commcompany.com
Date: 16/03/2023
Subject: Legal, technical and product information

Good morning Big Boss and Small Boss

I am writing to confirm that I have provided you with accurate and complete legal, technical, and product information regarding the construction of the commercial recreational change room facility project in QLD.
As a licensed and experienced contractor in this field, I understand the importance of providing transparent and reliable information to clients to ensure that they make informed decisions about their project. Therefore, I have taken the time to carefully review and assess all legal, technical, and product information related to the project, to ensure that I can provide you with the correct information.
Throughout our communication, I have provided you with all necessary information regarding site works, including excavation, site clearing, and site preparation. Additionally, I have provided you with specific environmental and regulatory requirements that need to be addressed, such as permits for drainage and waste disposal.
Furthermore, my team and I have reviewed your specifications and prepared a design that meets your requirements. We have also considered all relevant government construction legislation, including building codes and safety standards, to ensure the facility is safe and compliant.
In terms of product information, I have provided you with accurate and detailed information about the materials and equipment that will be used for the construction. This includes the quality, specifications, and expected lifespan of each product.  Attached please see the items discussed during this time.
I am confident that the information I have provided is accurate, and I am available to answer any additional questions or concerns you may have about the project. I am committed to delivering a high-quality service and building a facility that meets your expectations.
Thank you for considering my team for this project. I look forward to working with you to bring this project to fruition.
Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
(LOGO)


B. Email evidence from the Building Site Supervisor identifying any site features and factors that may impact of the building design 
From: sitesupervisor@knightscbi.com
To: nao@knightscbi.com
Date: 18/03/2023
Subject: Site features and factors that may impact the building design

Dear Noreen
As the Building Site Supervisor for the recreational facilities project, I wanted to provide an update on the land itself and how it may impact the construction process.
Our investigations on site were carried out and we ensured that:
· The design specifications are well-understood.
· The lot feeder recognises the value of thoroughly understanding the site and sub-soil conditions.
· Appropriately skilled professionals with relevant expertise provide competent guidance.
· Physical investigations are carried out to gather all needed samples and data for design and construction (e.g., geotechnical, environmental, topographic constraints).
· Both natural and man-made features are meticulously documented.
· Soils in situ have been thoroughly characterised.
Firstly, the site has a relatively steep gradient, which may present some challenges during the construction process. We will need to take extra precautions to ensure that the site is safe for workers and visitors, and that all equipment and materials are properly secured and if any ramps are going in, the gradient would have to be taken into account.  This will also impact the water drainage and hence consideration would be needed to take this into account as well.
Additionally, the soil conditions on the site are somewhat variable, with some areas being more stable than others. We will need to conduct a thorough geotechnical investigation in order to determine the best approach to site preparation and foundation design.
The site also has some significant trees and other vegetation that will need to be taken into account during the construction process. We will need to ensure that these areas are protected and that any necessary permits are obtained before construction begins.
Safe site access will be an important consideration throughout the construction process. We will need to ensure that all workers and visitors to the site are able to access the facility safely, and that appropriate safety measures are in place to protect against potential hazards.
Finally, logistics will be an important consideration during the construction process. We will need to ensure that there is sufficient space on the site for construction equipment and materials, and that access to the site is safe and secure.
We can work together to develop a construction plan that takes these site features and factors into account, and that ensures the safety of all workers and visitors to the site. 
If you have any questions or concerns, please do not hesitate to contact me.
Kind regards
Sitey
Mr Sitey
Site Supervisor
Mob: 041111100000
siesupervisor@knightscbi.com
(LOGO)


C. Email evidence of site and building information that may influence or affect the design requirements has been sent to client (see attachment for further information for their records)

From: nao@knightscbi.com
To: abc@commcompany.com
Date: 18/03/2023
Subject: Site features and factors that may impact the building design

Good morning Big Boss and Small Boss

Thank you for your time today in discussing the building design.

I am writing to provide an update on the site features and factors that may impact the building design for the recreational facilities project, taking into consideration the geographical location and weather in Brisbane QLD, style, planning, logistics, slope impacts on ramps, safe site access, and site preparation.
Given the geographical location of the site, it is important to consider the weather conditions in Brisbane, which can be quite variable. We will need to ensure that the building design includes appropriate features to protect against extreme weather events, such as heavy rain, floods, heatwaves and high winds.
In terms of style and planning, we will need to ensure that the building design is in keeping with the local area and meets all relevant planning requirements. This may include factors such as the size and scale of the building, as well as its orientation and positioning on the site and will need to keep in mind the demographics of people using these facilities eg) old, young, disabled etc
Logistics will also be an important consideration during the building design process. We will need to ensure that there is sufficient space on the site for construction equipment and materials, and that access to the site is safe and secure.
The slope of the site will also impact the building design, particularly in relation to ramps and other accessible features. We will need to ensure that the building design includes appropriate solutions to ensure safe and easy access for all users of the facility.
Safe site access will be a key consideration throughout the construction process. We will need to ensure that all workers and visitors to the site are able to access the facility safely, and that appropriate safety measures are in place to protect against potential hazards.
Finally, site preparation will be an important factor in the building design process. We will need to ensure that the site is properly cleared and prepared before construction begins, and that any necessary environmental or archaeological surveys are conducted.
Attached please find the information we discussed, for your records and I believe that we can work together to develop a building design that takes all these site features and factors into account, and that meets the needs of the recreational facilities project. 
If you have any questions or concerns, please do not hesitate to contact me and looking forward to working with you through this.




Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
(LOGO)

