Diploma of Building and Construction (Building)
and Certificate IV in Building and Construction
(Building) Site File
Learner’s Resource
(CPC50208)(CPC40108)
BC1565

To be downloaded with accompanying CD BC1566

Diploma of Building and Construction
(Building) and Certificate IV in
Building and Construction (Building)
Site File

CPC50208
CPC40108

Learner’s Resource

Copyright and Terms of Use
© Department of Training and Workforce Development 2016 (unless indicated
otherwise, for example ‘Excluded Material’).
The copyright material published in this product is subject to the Copyright Act 1968
(Cth), and is owned by the Department of Training and Workforce Development or,
where indicated, by a party other than the Department of Training and Workforce
Development. The Department of Training and Workforce Development supports
and encourages use of its material for all legitimate purposes.
Copyright material available on this website is licensed under a Creative Commons
Attribution 4.0 (CC BY 4.0) license unless indicated otherwise (Excluded Material).

Except in relation to Excluded Material this license allows you to:



Share — copy and redistribute the material in any medium or format
Adapt — remix, transform, and build upon the material for any purpose, even
commercially

provided you attribute the Department of Training and Workforce Development as
the source of the copyright material. The Department of Training and Workforce
Development requests attribution as: © Department of Training and Workforce
Development (year of publication).
Excluded Material not available under a Creative Commons license:
1. The Department of Training and Workforce Development logo, other logos and
trademark protected material; and
2. Material owned by third parties that has been reproduced with permission.
Permission will need to be obtained from third parties to re-use their material.
Excluded Material may not be licensed under a CC BY license and can only be used
in accordance with the specific terms of use attached to that material or where
permitted by the Copyright Act 1968 (Cth). If you want to use such material in a
manner that is not covered by those specific terms of use, you must request
permission from the copyright owner of the material.
If you have any questions regarding use of material available in this product, please
contact the Department of Training and Workforce Development.
Training Sector Services
Telephone: 08 6212 9789
Email: sectorcapability.ip@dtwd.wa.gov.au
Website: www.dtwd.wa.gov.au

First published 2010

ISBN 978-1-74205-556-5

© VET (WA) Ministerial Corporation 2010
Developed by the VET Workforce and Curriculum Grant Program 2010
All rights reserved. No part of this publication may be reproduced, stored in a retrieval
system or transmitted in any form or by any means, electronic, mechanical, photocopying,
recording or otherwise, without the prior written permission of the Western Australian
Department of Training and Workforce Development.
Whilst every effort has been made to ensure the accuracy of the information contained
in this publication, no guarantee can be given that all errors and omissions have been
excluded. No responsibility for loss occasioned to any person acting or refraining from
action as a result of the material in this publication can be accepted by the Western
Australian Department of Training and Workforce Development.

Published by and available from
Department of Training and Workforce Development

1 Prospect Place West Perth WA 6005
Tel: (08) 6212 9700 Fax: (08) 9227 8393
Email: sales@dtwd.wa.gov.au
Website: www.vetinfonet.dtwd.wa.gov.au

This product contains various images © Jupiter Images 2010, used under the licence.
This resource contains units of competencies, performance criteria and elements from
the CPC08 Construction, Plumbing and Services Integrated Framework – CPC40108
Certificate IV in Building and Construction (Building) and CPC50208 Diploma of Building
and Construction (Building) , © Commonwealth of Australia, used under the AEShareNetFfE licence.

Newton Baga Building Site File

Contents

Contents
Newton Baga Building Site File
Introduction to the Site File
Overview and instructions for students
Section 1: Company profile
Section 2: Company procedures and checklists
Section 3: Forms and templates
Section 4: Variance codes
Section 5: Supplier and subcontractor information
Section 6: Company codes of practice/performance standards
Section 7: Supporting documents for assessment tasks
Section 8: Occupational health and safety plans

Page 1 of 1

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Newton Baga Building Site File
Contents

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Newton Baga Building Site File

Introduction to the site file

Introduction to the site file
This site file has been developed to support the assessment of two qualifications from the
CPC08 Construction, Plumbing and Services Integrated Framework Training Package,
namely:
1.

CPC40108 Certificate lV in Building and Construction (Building)

2.

CPC50208 Diploma of Building and Construction (Building).

The pack has two parts, the assessment tools and the practice company documents.

It contains practice company (Newton Baga Building) documents for use by students in
the assessment tasks. They are set out in eight sections, following this introductory
section.
This site file forms part of a suite of products to support the assessments. The suite also
includes:
•
•
•
•
•
•
•
•
•
•

Building Assessment Tool CD-ROM
Pack 1 Commercial Contracts – low-rise
Pack 1 Commercial Drawings – low-rise
Pack 1 Residential Contracts – low-rise
Pack 1 Residential Drawings – low-rise
Pack 2 Commercial Drawings – medium-rise
Pack 2 Residential Contracts – medium-rise
Pack 2 Residential Drawings – medium-rise
Pack 3 Commercial Contracts – medium-rise
Pack 3 Commercial Drawings – medium-rise
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Newton Baga Building Site File
Newton Baga Building is a practice building company that has been established to
support the assessment of the two building and construction qualifications listed at the
beginning of this section. The file provides information about the building company that
can be used to ensure that the assessment tasks appropriately simulate a working
building and construction company. The documents are based upon real-life examples
provided by a range of building companies. The original company documents have been
adapted slightly to make them generic, rather than company-specific.
The Newton Baga documents are presented as a site file that has eight sections. Each
section contains a specific type of information, as shown in the table below.
Section

Description

1

Section 1 contains background information about Newton Baga
Building. It provides context and allows you to understand what the
company is trying to achieve, how it is structured and the roles and
responsibilities of all key positions within the company.

2

Section 2 details a set of the procedures that are used to run the
company. This section has a set of basic procedures and you will add
to these as you complete various assessment tasks. The procedures
and checklists contained in this section also provide examples that may
help you when you are required to write procedures and checklists.

3

Section 3 contains the forms and templates that are used by the
company. These forms are all blank and you will use each of them as
you complete the assessment tasks.

4

Section 4 contains codes that may be used to identify activities
undertaken by Newton Baga Building.

5

Section 5 provides contact information. This includes contact details
and short histories of the subcontractors normally used by Newton
Baga, as well as contact information for a range of materials suppliers.

6

Section 6 details codes of practice or performance standards to which
Newton Baga Building and all of its subcontractors must adhere.

7

Section 7 contains supporting documents for the assessments. This
includes some examples of completed forms and information that will
be needed to complete case studies for some of the units. Section 7
also contains a set of plans and associated documents for a large
building project. The plans are provided in soft copy only.

8

Section 8 will contain the occupational health and safety plans for the
company.

In the Newton Baga Building Site File, each section starts with a document list. This
list provides you with the full name of each of the documents in that section and its
version number. This will allow you to quickly find the documents you need to use in
undertaking your assessment tasks. You will also need to ensure that you update the
relevant section list when you add to the file documents that have been developed as
part of your assessment, have been provided to you by your assessor or you have
found useful in your research or workplace experience.
© VET (WA) Ministerial Corporation 2010
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When you have completed your qualification, you will have a site file that is full of
useful resources and documents for you to use or adapt for your workplace.
For those students employed in the building and construction industry:
This site file has been developed primarily for students who are not employed with a
building and construction company or who have no experience in the building and
construction industry. If you are employed by a building and construction company
while you are completing this qualification, it is possible that you will be able to use
information from your company rather than the Newton Baga documents. If this is
your situation, you should talk to your assessor immediately about how the
assessment can be altered or adapted to suit your needs.
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Newton Baga Building drawings and contracts – Packs 1-3
Accompanying the Newton Baga Building Site File are three packs containing commercial
and residential drawings, specifications, plans and contracts. The packs are presented as
books each containing resources as shown in the table below.
Pack

Description

1

Residential documents –
Low-rise

This pack contains low-rise residential
specifications. The specifications will be used in
assessment for a range of units in both the
Certificate lV and Diploma qualifications.

1

Residential drawings –
Low-rise

This pack contains a set of low-rise residential
plans. The plans will be used in assessment for a
range of units in both the Certificate lV and
Diploma qualifications.

1

Commercial documents –
Low-rise

This pack contains low-rise commercial
specifications. The specifications will be used in
assessment for a range of units in both the
Certificate lV and Diploma qualifications.

1

Commercial drawings –
Low-rise

This pack contains a set of low-rise commercial
plans. The plans will be used in assessment for a
range of units in both the Certificate lV and
Diploma qualifications.

2

Residential documents –
Medium-rise

This pack contains medium-rise residential
specifications. The specifications will be used in
assessment for a range of units in the Diploma
qualification.

2

Residential drawings –
Medium-rise

This pack contains a set of medium-rise residential
plans. The plans will be used in assessment for a
range of units in the Diploma qualification.

2

Commercial drawings –
Medium-rise

This pack contains a set of medium-rise
commercial plans. The plans will be used in
assessment for a range of units in the Diploma
qualification.

3

Commercial documents –
Medium-rise

This pack contains medium-rise commercial
specifications. The documents will be used in
assessment for a range of units in the Diploma
qualification.

3

Commercial drawings –
Medium-rise

This pack contains a set of medium-rise
commercial plans. The plans will be used in
assessment for a range of units in the Diploma
qualification.
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Overview and instructions for students
The assessment tools
There are assessment tools for 28 units of competency in the CD-ROM. You will not be
required to undertake all of these assessments – only the particular set for the
qualification you are enrolled in. The table below shows which units are included in each
qualification.
Unit code

Unit name

Certificate lV

Diploma

CPCCBC4001A

Apply building codes and standards to
the construction process for low-rise
building projects.





CPCCBC4002A

Manage occupational health and
safety in the building and construction
workplace.



CPCCBC4003A

Select and prepare a construction
contract.





CPCCBC4004A

Identify and produce estimated costs
for building and construction projects.





CPCCBC4005A

Produce labour and material
schedules for ordering.



CPCCBC4006A

Select, procure and store construction
materials for low-rise projects.



CPCCBC4007A

Plan building or construction work



CPCCBC4008A

Conduct on-site supervision of
building and construction projects.



CPCCBC4009A

Apply legal requirements to building
and construction projects.



CPCCBC4010A

Apply structural principles to
residential low-rise constructions.



CPCCBC4011A

Apply structural principles to
commercial low-rise constructions.



CPCCBC4012A

Read and interpret plans and
specifications.



CPCCBC4013A

Prepare and evaluate tender
documentation.





CPCCBC4014A

Prepare simple building sketches and
drawings.





CPCCBC4018A

Apply site surveys and set-out
procedures to building and
construction projects.





CPCCBC5001A

Apply building codes and standards to
the construction process for
medium-rise building projects.
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Unit code

Unit name

Certificate lV

Diploma

CPCCBC5002A

Monitor costing systems on
medium-rise building and construction
projects.



CPCCBC5003A

Supervise the planning of on-site
medium-rise building or construction
work.



CPCCBC5005A

Select and manage building and
construction contractors.



CPCCBC5007A

Administer the legal obligations of a
building or construction contract.



CPCCBC5008A

Apply structural principles to the
construction of medium-rise buildings.



CPCCBC5010A

Manage construction work.



CPCCBC6001A

Apply building codes and standards to
the construction process for large
building projects.



BSBSMB406A

Manage small business finances.

BSBOHS504B

Apply principles of OHS risk
management.



BSBPMG505A

Manage project quality.



BSBPMG508A

Manage project risk.



ICAUI130B

Operate a spreadsheet application.





Each assessment tool includes a number of tasks for a particular unit of competency.
The tasks are all listed in the one assessment tool document and an assessment record
is also included with the assessment tool. Your assessor will tell you when each of the
tasks for each of the units making up your qualification is due. The assessment tools have
been provided in an electronic format on the CD-ROM. The following descriptions and
diagrams explain the format of the assessment tools.
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Cover page
The cover page of each assessment
tool has very important information on
it. It tells you the name of the
assessment tool and which unit of
competency is addressed by the
assessment tool. The cover also has
two tables on it. The first table tells you
how many parts there are to the
assessment tool and the due date for
each part. Initially, when you buy the
pack, the spaces for the due dates will
be blank. Your assessor will give you
due dates. It is very important that you
write the due date for each part in the
space provided in the table.
The second table on the cover page
tells you which Newton Baga Building
documents you will need to help you
complete the assessment. Each
document is listed by name – and the
section of the Newton Baga Building Site File where you will find the document is also
shown.
This section will also have any special instructions about the assessment tool. It should be
noted that much of the evidence that you produce during your assessments will be used
again in other assessments. Where this is the case a symbol accompanied by a number
is used to indicate what to keep and where to put it. For instance, the symbol with the
figure ‘3’ ( 3) means the relevant piece of evidence, called a ‘deliverable’ should be
kept and put in Section 3 of the Newton Baga Site File.

Assessment tasks
This section of the assessment tools details all the tasks that must be completed for the
assessment. Each task is called a part and there may be several parts to an assessment
tool. It is here that you are provided with detailed information about what you are required
to do. Where you are required to refer to, or use, a document from the Newton Baga Site
File, the document’s name and section have been included. You will need to read this
section of the assessment tool very carefully so you understand exactly what you are
required to do. Any questions you have about the assessment tasks should be directed to
you assessor as early as possible.

Deliverables and assessment records
This section of the assessment tool provides you with a list of what you must hand in to
your assessor for each assessment task or part. These are called the ‘deliverables’. You
will notice that some deliverables have a small symbol next to them (for example,  3).
This means that you need to keep this deliverable, because you are going to use it again
as part of another assessment task. You will insert the deliverable into the indicated
section of the Newton Baga Site File, which is part 2 of this pack.
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This section also has your personal assessment record. You should use this part of the
document to record when you hand in the deliverables for each assessment task. Any
feedback that you get about your deliverables can be included here, as well as anything
you may need to do if your work was not satisfactory. It is important that you and your
assessor fill this in, as it provides a record of the interaction between you and shows your
progress in the unit.

Assessment record and outcome
This sheet is for use by your assessor only and is the formal record of the assessment
judgement. A copy of this record will be provided to you once your assessment is
complete.
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Document 1

Section 1 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

Newton Baga Building company description

Version 1, 2010

3

Newton Baga Strategic and Business Plans

Version 1, 2010

4

Newton Baga residential organisational chart

Version 1, 2010

5

Newton Baga commercial organisational chart

Version 1, 2010

6

Job description: Site Supervisor, Commercial

Version 1, 2010

7

Job description: Site Supervisor, Residential

Version 1, 2010

8

Job description: Quantity Surveyor

Version 1, 2010

9

Job description: Estimator

Version 1, 2010

10

Job description: Purchasing Officer

Version 1, 2010

11

Job description: Scheduler

Version 1, 2010

12

Job description: Contract Manager

Version 1, 2010

13

Job description: Client Services Officer

Version 1, 2010

14

Job description: Project Manager

Version 1, 2010

15

Job description: Site Foreman

Version 1, 2010

16

Job description: Operations Director –
Operations

Version 1, 2010

17

Job description: Accounts Manager

Version 1, 2010

18

Job description: Accounts Officer

Version 1, 2010

19
20
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Document 2

Company objectives and description
Newton Baga Building (NBB) is an established residential and commercial building
company. The company was formed by Cecelia Newton and Isaac Baga in 1972 and
has been operating in the Perth metropolitan region ever since. Originally, the
company focused on residential building and became known as the company that
built ‘homes for families’, not simply houses. Residential building is still an integral
part of the business; however, Newton Baga’s focus on exceeding customer
expectations has led to significant growth and expansion into commercial building
projects. Newton Baga now has two arms to the business:
Newton Baga Homes

Newton Baga Commercial Partners

Newton Baga Homes has always and will
always build homes that provide families with
a sanctuary from the busy world. We
understand that families want space, that
families want comfort, that families want
functional homes, that families want a little
luxury – but that families also want to be
together. Our homes are designed to provide
all of this, without ever compromising on
quality and service.

Newton Baga Commercial Partners
is founded on the same focus on
innovation and excellence as our
residential arm. We bring a fresh
approach to commercial building
by focusing on creating green
buildings. We are partners with our
clients – and recognise that the
relationship with the client is
paramount to our future success.
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Our approach
It’s the people and commitment to service at Newton Baga that ensure clients’ new
homes are completed on time and to the highest standard. Newton Baga’s success is
based on all our employees and subcontractors showing three things:
1.

a consistent focus on achieving the organisation’s objectives

2.

hard work, by everyone, all the time

3.

commitment to always exceeding our clients’ expectations.

Our designs
We’ve dedicated ourselves to understanding families and their needs, so that we are
able to build the best houses for our clients. We have two residential ranges – the
Jacaranda and Resort Series.
The Jacaranda Series
The Jacaranda Series is a range of functional homes for families living in
Perth’s suburbs. The houses all have two living areas to give growing families
space. The houses can be customised to suit the client’s needs and we have
client relationship officers who work with the clients every step of the way.
The Resort Series
For those who want a little more space, a little more luxury, the Resort Series
provides a range of high-end luxury homes that are designed with the client –
not for the client. The client relationship officers play a crucial role in this
relationship, along with the building designer who oversees the building of
each home in the Resort Series.
The commercial arm
The commercial arm of the business is in its infancy. The aim of this new endeavour
is to establish Newton Baga as the builder of choice for commercial building in
Western Australia initially but, as time progresses, in national and overseas markets.
This will involve significant growth and expansion of the company in the coming
years.

Construction
Newton Baga Building has four registered builders in the company. We have high
expectations of our homes. We aim to ensure that the client’s experience in building
a new home is simple and enjoyable. The client has on-site meetings with the site
manager at brickwork, lock-up and pre-handover stages. Every job is monitored to
make sure that everything is as it should be. High-quality materials and workmanship
are critical to the construction of a good new home. NBB will not risk its reputation by
offering anything less than its absolute best at all times.

© VET (WA) Ministerial Corporation 2010
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Document 3

Our vision:
Newton Baga Building constructing sustainable family and
commercial spaces that provide sanctuaries for both work and play.
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Newton Baga Building Strategic and Business Plans
Contents
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10
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17
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Part 1: Strategic Plan 2010–2013
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Strategic Objectives 2010–2013
At Newton Baga Building, we are committed to achieving our vision – which is articulated through a set of strategic objectives, key actions, measures
and targets (also see schematic in Appendix 1).
These objectives form the framework for our Annual Business Plan outlined in Part 2 of this document.

Strategic Objective 1: To become known as the premier
residential and commercial builder in Western Australia.

Strategic Objective 2: To provide and apply the principles
of good governance at all levels of the organisation.

Key actions:

Key actions:

1.1

Develop readily recognisable branding for commercial arm.

2.1

1.2

Effectively communicate our unique point of difference as a
residential and commercial builder.

The directors and staff provide all customers with easily
understood information on our activities.

2.2

Ensure solvency at all times.

1.3

Increase effective reach, to key target markets, residential and
commercial markets.

2.3

All client, commercial and corporate activities are undertaken
ethically and within the law and relevant legislation.

2.4

The board, management and staff act in accordance with the
Strategic Plan and our values.

2.5

The board, management and staff manage risk effectively in
accordance with ISO 31000:2009.

© VET (WA) Ministerial Corporation 2010
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Strategic Objective 3: To build a sustainable organisation
through developing our people and seeking and
encouraging new talent within our trainees and
apprentices.
Key actions:
3.1

Identify and establish suitable individual and organisational
partnerships aligned to our core values.

3.2

Develop a framework to enable growth of the organisation,
board and staff.

3.3

Develop strong partnerships with TAFE to attract talented
trainees and apprentices.

Page 5 of 18

Strategic Objective 4: To continue to innovate and
determine the best price point for our customers without
compromising on quality.
Key actions:
4.1

Prudently manage existing financial, human and capital
resources.

4.2

Maximise the use of current capital assets.

4.3

Develop strategies to build corporate partnerships and acquire
commercial grants.

4.4

Continue to support and improve service to our existing client
base.
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Part 2: Business Plan 2010–2011
The table below provides more detail on the strategic key actions, specific targets and timeframes that need to be met in this financial year
(2010–2011) to ensure that the objectives are achieved.

Strategic Objective 1:
To become known as the premier residential and commercial builder in Western Australia.
Key actions
1.1
1.2

Develop readily recognisable branding for
commercial arm.
Effectively communicate our unique point of
difference as a residential and commercial builder.

Measures/targets
•
•
•

•

1.3

Increase effective reach, to key target markets
residential and commercial markets.

© VET (WA) Ministerial Corporation 2010
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•
•

By when

to develop a market research plan
market research evaluation

immediate – ongoing

to measure number of contact points maintained
and/or established with key stakeholders each
quarter across the commercial and domestic arms
market research evaluation

immediate – ongoing

to actively pursue new markets
database marketing evaluation – website hits

immediate – 2013
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Strategic Objective 2:
To provide and apply the principles of good governance at all levels of the organisation.
Key actions
2.1 The directors and staff provide all customers with
easily understood information on our activities.

Measures/targets
•
•

2.2 Ensure solvency at all times.

•
•
•

2.3 All client, commercial and corporate activities are
undertaken ethically and within the law and relevant
legislation.

•
•
•

2.4 The board, management and staff act in
accordance with the Strategic Plan and our values.

•
•
•

2.5 The board, management and staff manage risk
effectively in accordance with ISO 31000:2009.

Page 7 of 18

•
•

By when

ensuring adequate information is published in
readily understood form in the Annual Report
ensuring website remains current

immediate – ongoing

setting realistic budget and target – and measuring
progress
assessing changing needs and identifying new
needs to maximise individual funding
to achieve a non-risk return on investments

ongoing

identifying legal requirements
self-assessment of compliance with policy and
procedures by managers
confirmation of compliance by management to the
board

immediate – 2013

to create a set of value indicators
to open discussions on team behaviours
regular team meetings to discuss team progress

immediate – ongoing

continuing risk management training
maintaining enterprise-wide risk management
procedures

immediate – ongoing
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Strategic Objective 3:
To build a sustainable organisation through developing our people and seeking and encouraging new talent within our trainees and apprentices.
Key actions

Measures/targets

By when

3.1 Identify and establish suitable individual and
organisational partnerships aligned to our core
values.

•

to develop a human resources management plan

immediate – ongoing

3.2 Develop a framework to enable growth of the
organisation, board and staff.

•

meeting the responsibilities of HR plan

immediate – ongoing

3.3 Develop strong partnerships with TAFE to attract
talented trainees and apprentices.

•

to develop a strategic partnership and relationship
management plan

immediate – ongoing
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Strategic Objective 4:
To continue to innovate and determine the best price point for our customers without compromising on quality.
Key actions

Measures/targets

By when

4.1 Prudently manage existing financial, human and
capital resources.

•

setting realistic budgets and measuring actual
performance

immediate – ongoing

4.2 Maximise the use of current capital assets.

•

auditing current assets
determining the value proposition related to those
assets

ongoing

•

4.3 Develop strategies to build corporate partnerships
and acquire commercial grants.

•

meeting obligations in corporate partnership
contracts

ongoing – 2013

4.4 Continue to support and improve service to our
existing client base.

•

customer satisfaction survey
quality improvement plan

immediate – ongoing
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Part 3: Financials
Balance sheet report

NEWTON BAGA BUILDING
As at: 30-06-2009
Code

Account

Amount

EQUITY

-$343 482.38

Accumulated profit/loss
Add profit this period
Loan to Newton Baga Building

-$646 617.02
-$53 457.73
-$343 482.38
Total equity

-$1 043 557.13

LIABILITY
$360 775.98
-$878 956.05
-$80 444.34
-$3 508.41
-$100 000.00
$1 383.00
-$753 991.89
$158 373.42
$165 457.73

SUSPENSE A/c
Conversion Offset Account
CURRENT LIABILITIES
– Trade creditors
– Trade creditors (2)
– GST Clearing Account
– Less unexpired HP liability
NON-CURRENT LIABILITIES
– Loan material
– Loan Subcontractor
– Loan to Newton Baga Building
– Loan to C & F
– Loan to ABC
– Loan to DEF
HIRE PURCHASE LIABILITY
– Mercedes - current H.P.
– Mercedes - current interest
– LMH sedan - current H.P.
– LMH sedan - current interest
– Mercedes - non-current H.P.
– Mercedes - non-current interest
– LMH sedan - non-current H.P.
– LMH sedan - non-current interest
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-$210 683.94
$360 775.98
-$598 965.31
$8 374.00
-$14 442.29
-$3 508.41
-$100 000.00
$1 383.00
-$448 384.12
$130 844.27
$149 542.83
-$16 977.48
$4 927.54
$11 430.00
-$1 986.17
$16 848.00
-$7 771.90
$12 382.50
-$5 434.64
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LIABILITY

$377 021.96

– 4WD – non-current H.P.
– 4WD – non-current interest
PROVISION FOR INCOME TAX
– Provision for income tax

-$2 283.00
-$1 221.28
$361 325.46
Total liability

-$353 824.96

Total shareholder's funds and liabilities:

-$1 397 382.09

ASSET
$11 171.61
-$330.00
$402 794.20
$154 688.21
$909.09
$1 157 356.72
$5 000.00
-$29 551.81
$36 272.43
$224.09
$225.00
$5 228.46

LUSTRE PTY LTD
CURRENT ASSETS
GST TRANSITION A/c
CASH AT BANK
– Bank 1
– Bank 2
TERM DEPOSIT
– Petty cash
– Trade debtors
5000 unsecured convertible notes
FIXED ASSETS
– Motor vehicles
OFFICE EQUIPMENT
– Computer equipment
CONVERSION
– Material
– Subcontractors
– Shire & water charges
– Accumulated depreciation
– Accumulated amortisation
NON-CURRENT ASSETS
PREPAYMENTS
– Prepayments
WORK IN PROGRESS
– WIP – Display 1
– WIP – Display 2

-$2 206.27
$40 461.71
$2 817.47
$909.09
$264 198.22
-$6 984.73
$50 418.43
$224.09
$225.00
$5 228.46
-$26 817.00
-$11 996.00
$12 739.40
$547 741.88
$510 441.03

Total assets
Total Assets:
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$9 981.31

$1 397 382.09
$1 397 382.09
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Profit and loss report
Friday, 15 January 2010

Last = period

$9 843 584.00
$9 843 584.00

Code
Income

NEWTON BAGA BUILDING
Report period:

Account
Building contracts

Cost of sales
-$43 283.10
Building insurance
-$90 470.09
Council/water charges
-$211 609.51
Consultants
-$78 431.00
Drafting & engineering
-$229 244.86
Hire
-$12 606.65
Legal fees
-$6 228.76
Light & power
-$1 888 891.20
Materials
-$4 771.30
Maintenance
-$5 723 980.63
Subcontractors
-$8 289 517.10
$1 554 066.90
Income – other
$18 398.08
Bank interest
$0.00
Council refunds
$0.00
FBT recoup income
$0.00
Insurance
$0.00
Interest income – DIV 7A
$0.00
Other income
$21 839.09
Preparation of plans
$40 237.17
Expense – other
Dividends paid
$0.00
– Fully franked dividends
$0.00
$40 237.17
Expense
-$144 938.20
Advertising
-$14 075.00
Accountant fees
-$4 274.97
Bank fees & charges
-$22 162.00
Consultant fees

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Amount

Total Income

$8 684 100.91

-$46 183.84
-$70 984.03
-$250 053.15
-$57 612.00
-$306 711.80
$0.00
-$7 984.71
-$1 608 301.12
-$4 864.51
-$5 412 143.32
Total cost of sales
Profit/loss from trading:

Total income - other

$20 063.27
$3 086.50
$11 152.00
$4 884.75
$1 728.00
$1 289.44
$0.00

-$408 000.00
Total expense - other
Profit/loss from other:

Jul 2008 to Jun 2009

$8 684 100.91

-$7 764 838.48

0.53%
0.82%
2.88%
0.66%
3.53%
0.00%
0.09%
18.52%
0.06%
62.32%

11.8%

$919 262.43

$42 203.96

-$408 000.00

-$365 796.04

-$165 173.90
-$24 234.00
-$6 742.70
$0.00

Page 12 of 18

Newton Baga Building Site File

Section 1: Company profile

Expense
Council rates and taxes
Company tax
CLOSING WIP
$0.00
– Closing WIP – Display 1
$0.00
– Closing WIP – Display 2
$0.00
Depreciation
$0.00
Donations
-$2 896.91
Electricity
Employee
-$81 723.80
– Superannuation
-$730 383.74
– Wages and salaries
-$424.00
File fees
$0.00
Hire
-$32 871.97
Insurances
$0.00
Interest paid
$0.00
Legal fees
$0.00
Maintenance repairs
Motor vehicle expenses
-$1 220.90
– Registration and insurance
-$5 715.00
– LMH sedan
-$20 378.23
– Fuel
$0.00
– H.P. charges
$0.00
– H.P. correction A/c
-$13 211.00
– H.P. new jeep
-$21 422.96
– H.P. new 4WD
-$12 722.56
– M.V. repairs
$0.00
– Mercedes
-$570.00
Other repairs
Office expenses
-$21 853.81
– Computer
-$3 898.56
– Photocopier lease
-$4 123.95
– Photocopier maintenance
-$11 275.85
– Stationery
-$2 805.31
Petty cash
Phone charges
-$481.90
– Mobiles
-$25 740.17
– Office phones
-$107 645.89
Rent
-$425.46
Sundry expenses
-$3 717.98
$0.00
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-$3 853.01
-$383 594.40
$547 741.88
$510 441.03
-$38 813.00
-$120.00
-$3 222.54
-$156 675.62
-$490 763.75
-$516.00
-$2 138.06
-$30 253.49
-$1 456.62
-$421.60
-$847.63
-$2 866.31
-$11 430.00
-$21 820.81
-$4 580.51
-$122.03
$0.00
-$19 775.04
-$13 855.02
-$10 032.47
$0.00
-$13 207.23
-$3 898.56
-$5 021.80
-$6 673.14
-$2 135.58
-$3 385.11
-$21 858.77
-$73 325.16
$0.00
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-$14 704.29
$0.00
-$6 817.00
-$14 332.28
-$135.00
-$1 326 948.69
-$1 326 948.69
$267 355.38

Expense
Staff amenities
Security
Subscriptions
Travel
Training

© VET (WA) Ministerial Corporation 2010
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-$6 581.30
-$139.00
-$7 911.22
-$19 665.64
-$1 080.55

Total expense
Period total expenses:

-$500 008.66
Gross profit/loss:

-$500 008.66
$53 457.73
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Work-in-progress and prepaid income report – % claimed

NEWTON BAGA BUILDING

Note: Contract value includes confirmed variations.
Budgets and contract value MUST be accurate and greater than zero dollars.
Amounts displayed are all transactions as at end date, NOT report period.

As at: 30/06/2009

Contract

Start date

End date

Multiply −1
× Budget

Income
= % claimed
contract

= Claimable

− Costs

= Balance

Work in progress
Old clients

05-Jul-99

$0.00

$1.00

0.0%

$252 822.08

$0.00

$252 822.08

$252 822.08

Fernelly

15-Feb-05

$97 822.30

$147 963.33

66.1%

$147 413.51

$97 458.80

$104 465.24

$7 006.44

Baker

06-Apr-07

27-Jul-09

$552 601.81

$695 067.38

79.5%

$502 052.12

$392 421.14

$502 052.12

$109 630.97

Paulsen

12-Aug-07

13-Aug-09

$677 349.07

$824 157.87

82.2%

$641 525.62

$527 249.45

$576 163.87

$48 914.42

Morris

20-Sep-07

$0.00

$421 067.38

0.0%

$727 495.79

$0.00

$512 941.03

$512 941.03

Owens

22-Nov-07

$432 203.38

$536 541.83

80.6%

$445 589.14

$358 937.78

$432 293.24

$73 355.47

Brown

29-Nov-07

$0.00

$363 636.36

0.0%

$562 423.29

$0.00

$547 465.61

$547 465.61

Smyth

01-Feb-08

$841 705.46

$950 546.38

88.5%

$693 672.21

$614 244.29

$632 167.17

$17 922.88

Lowther

01-Jan-09

$0.00

$1.00

0.0%

$10 888.71

$0.00

$10 888.71

$10 888.71

Aston

23-Mar-09

$76 756.36

$1 198 977.29

6.4%

$1 010 345.64

$64 680.50

$68 211.04

$3 530.54

Total work in progress:

$1 584 478.15

20-Jul-09
28-Jul-09

10 jobs
Payments in advance
Standard 230 sqm home
Standard 280 sqm home
Halliwell
Ronald
Caton
Gerald
Morroney
Farrelly

06-Aug-99
01-Sep-99
28-Oct-06
06-Nov-07
20-Jan-08
29-Apr-08
11-Mar-08
10-May-08

Williamson

15-May-08

$495 434.54

$990 633.97

50.0%

$853 932.32

$427 067.49

$310 071.31

-$116 996.18

Smith

29-May-08

$45 454.54

$649 803.63

7.0%

$499 002.89

$34 905.85

$8 721.41

-$26 184.44

McNeely

02-Jan-09

$476 759.10

$793 073.51

60.1%

$620 206.44

$372 839.42

$234 079.93

-$138 759.49

Brown

30-Jan-09

$206 401.82

$1 056 830.89

19.5%

$942 830.27

$184 137.20

$152 152.99

-$31 984.21
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23-Oct-09
11-Aug-09
11-Nov-09
04-Sep-09

$0.00
$0.00
$14 787.95
$724 037.77
$370 806.37
$906 988.19
$658 720.00
$680 040.42

$223 447.00
$233 460.00
$78 438.00
$974 434.73
$416 567.27
$2 302 519.25
$867 126.87
$709 787.55

0.0%
0.0%
18.9%
74.3%
89.0%
39.4%
76.0%
95.8%

$80 522.08
$80 932.28
$104 489.78
$728 547.99
$354 882.22
$1 933 878.67
$778 591.18
$525 543.79

$0.00
$0.00
$19 699.50
$541 335.65
$315 897.57
$761 776.53
$591 463.14
$503 518.30

$0.00
$0.00
$17 496.65
$537 443.32
$292 457.33
$646 521.71
$425 226.34
$467 758.88

$0.00
$0.00
-$2 202.85
-$3 892.33
-$23 440.24
-$115 254.82
-$166 236.80
-$35 759.42
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Contract

Start date

End date

× Budget

Income
= % claimed
contract

= Claimable

− Costs

= Balance

Sorrenson

07-Jan-09

$199 999.99

$477 272.73

41.9%

$909 293.22

$381 037.14

$204 002.80

-$177 034.34

George

23-Mar-09

$107 533.63

$1 660 431.80

6.5%

$1 355 848.60

$87 808.08

$48 971.55

-$38 836.53

Walters

06-Apr-09

$20 481.82

$732 441.84

2.8%

$595 498.00

$16 652.36

$11 684.40

-$4 967.96

Shubert

22-May-09

$21 235.45

$734 847.27

2.9%

$600 154.12

$17 343.12

$7 747.10

-$9 596.02

Total payments in advance:

-$891 145.62

16 jobs
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Organisational Chart – Residential
Document 4

Operations Director

Building Designer

Construction Manger –
Residential

Draftsman –
Residential x 2

Contracts Manager

Estimator x 2

Scheduler x 2

Personal Assistant x 2

Site Supervisor –
Residential x 2

Site Assistant –
Residential x 2

Legal

Sales Manger

Client Relationship
Officer x 2

Business Director

Finance Manager

Residential Sales x 4

Pre-start x 4

HR Manager

Accounts Officer –
Commercial

Quality Assurance
Coordinator

Accounts Officer –
Residential x 2

HR Officer
Subcontractors

Key:

HR Officer
Payroll

Position used by both
the residential and
commercial arms
Position used by the
residential arm
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Organisational Chart – Commercial
Document 5

Operations Director

Personal Assistant x 2

Project Manager –
Commercial x 2

Client Relationship
Officer x 1

Pre-start x 2

Contracts Manager –
Commercial

Quantity Surveyor

Business Director

Legal

Finance Manager

Construction Manager
– Commercial

Site Supervisor –
Commercial x 2

Accounts Officer –
Commercial

Quality Assurance
Coordinator

Accounts Officer –
Residential x 2

HR Officer
Subcontractors

Key:
Scheduler x 2

Site Assistant
Commercial x 2

HR Manager

Position used by both
the residential and
commercial arms

HR Officer
Payroll

Position used by the
commercial arm
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Document 6

Job description
Job title: Site Supervisor – Commercial

Position number: 4

Revision date: January 2011

Job overview: Oversee the construction of commercial projects to ensure that all

construction work is fit and proper and carried out in accordance with legislation and
regulations.

Essential job functions
•
•
•
•
•
•
•
•
•
•

Undertake site inspections, including coastal zones.
Prepare job files – plans, specifications, site conditions and variations.
Manage subcontractors – documentation from new, quality, safety and
payments.
Ensure construction timelines met and reported.
Undertake construction checks at critical stages.
Attend construction meetings.
Liaise with architects.
Conduct on-site meetings.
Maintain on-site safety.
Any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•

sound knowledge of building and construction industry
good personal management skills, including dispute resolution skills
good organisational skills
good communication skills
ability to read and interpret plans
drivers licence

Other skills/abilities
•
•

knowledge of BCA, relevant standards and shire requirements
ability to sketch detailed information
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Document 7

Job description
Job title: Site Supervisor – Residential

Position number: 5

Revision date: January 2011

Job overview: Oversee the construction of up to 30 project homes from pre-start to
handover within tight time frame. Ensure that all construction work is fit and proper
and carried out in accordance with legislation and regulations.

Essential job functions
•
•
•
•
•
•
•
•

Undertake site inspections, including coastal zones.
Prepare job files – plans, specifications, site conditions and variations.
Manage subcontractors – documentation from new, quality, safety and
payments.
Ensure construction timelines met and reported.
Undertake construction checks at critical stages.
Attend construction meetings.
Liaise with clients.
Perform other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•

sound knowledge of building and construction industry
good personal management skills, including dispute resolution skills
good organisational skills
good communication skills
ability to read and interpret plans
drivers licence

Other skills/abilities
•
•

knowledge of BCA, relevant standards and shire requirements
ability to sketch detailed information
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Document 8

Job description
Job title: Quantity Surveyor

Position number: 1

Revision date: January 2011

Job overview: The Quantity Surveyor will be required to oversee all estimation and
scheduling and is responsible for the bill of quantities and maintaining all ongoing
project documentation.

Essential job functions
•
•
•
•
•
•

Calculate materials required to complete construction of a building.
Write up bill of quantities.
Calculate required changes caused by variations to contract.
Develop and administer project/construction documentation.
Oversee and manage estimators and schedulers.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•

sound knowledge of building and construction industry
very good organisational skills
ability to read and interpret complex plans
sound knowledge of the standard method of measurement
ability to use computer programs to take off quantities
ability to use CAD programs to calculate materials required

Other skills/abilities
•
•

systematic and organised approach
attention to detail
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Document 9

Job description
Job title: Estimator

Position number: 9

Revision date: January 2011

Job overview: Estimator, Perth-based – must be able to use a range of estimating
software to cost potential projects and provide information for tender purposes.
Essential job functions
•
•
•
•
•
•

Take off quantities for projects and prepare tenders, estimates and budgets for
construction projects.
Prepare detailed cost plans.
Assist in preparing feasibility studies on construction project costing.
Generally administer activities associated with residential and commercial
building construction.
Represent the company’s client and liaise with all relevant staff, contractors,
suppliers and authorities.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•

good negotiation skills and commercial awareness
strong interpersonal and multi-tasking skills
strong analytical and technical knowledge capabilities
proven ability in take-off of quantities and preparation of purchase orders
knowledge of Australian building materials and methods of construction

Other skills/abilities
•
•
•

systematic and organised approach
attention to detail
ability to anticipate changes within the industry
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Document 10

Job description
Job title: Purchasing Officer

Position number: 2

Revision date: January 2011

Job overview: Working under the estimator and scheduler, the purchasing officer
will process all incoming and outgoing invoices for building projects.

Essential job functions
•
•
•
•
•
•
•
•

Ensure that all regular purchasing duties and associated administrative tasks are
performed accurately.
Maintain complete, updated purchasing records.
Prepare reports and summarise data.
Execute and monitor all regular purchasing.
Coordinate with user departments and suppliers.
Handle claims for shortage and defective materials.
Liaise with suppliers.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•

good communication skills
ability to work in a team environment
excellent written and oral skills
high levels of organisational and time management skills
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Document 11

Job description
Job title: Scheduler

Position number: 3

Revision date: January 2011

Job overview: Perth-based – requires ability to manage the scheduling of building
projects, including labour and materials scheduling and the use of a range of
specialised software.

Essential job functions
•
•
•
•
•
•
•

Order materials to be delivered on time.
Order plant and equipment.
Maintain regular and up-to-date two-way communication with supervisors.
Assist the estimator in execution of contracts and tenders.
Take off orderable quantities from bulk quantities, plans and specifications.
Accurately schedule jobs.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•
•
•

have a good understanding of the construction process
be aware of time delays in construction and plan for this
be able to liaise with suppliers
be familiar with Microsoft® Project
be familiar with estimating software packages
be familiar with AutoSketch®
deal with over-supply and under-supply of materials
deal with faulty materials and replacement

Other skills/abilities
•
•
•
•

good communication skills
good organisation skills
ability to adapt and adjust to change
work within company guidelines
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Document 12

Job description
Job title: Contracts Manager

Position number: 2

Revision date: January 2011

Job overview: Perth-based must be able to work in a team environment and be

familiar with construction and civil works. Required ability to manage new projects,
maintain existing relationships with a variety of architectural practices, designers and
subcontrators whilst working closely with sales and operations to ensure smooth
delivery of projects.

Essential job functions
•

•
•
•

•

Contribute to the establishment and administration of contracts to ensure
appropriate quality standards are met and contracts are completed to time, cost
and quality requirements.
Prepare complex specifications for projects as a pre-construction service,
including programming and site preparation, as required.
Administer contracts, in accordance with Newton Baga Procedures and General
Conditions of Contract.
Liaise with project, technical and operational staff to coordinate external service
authorities, other agencies and local government authorities affected by the
works.
Review and evaluate tenders and make recommendations for awarding
contracts, ensuring that Newton Baga is obtaining value for money.

Requirements
•
•
•
•
•
•
•
•

relevant tertiary qualifications
minimum of 5 years experience in a senior contracts administration role,
preferably in residential or commercial construction
ability to understand and interpret construction drawings in a construction
environment
strong letter-writing ability
demonstrated estimating and budgeting skills
exposure to mid-to-large construction projects
strong appreciation of both head and subcontractor arrangements
solid financial management and procurement skills
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Document 13

Job description
Job title: Client Service Officer

Position number: 13

Revision date: January 2011

Job overview: Perth-based, must be able to work as part of a small team

dedicated to establishing and maintaining customer relationships over the course of
the building project. Must assist clients throughout the project and be familiar with the
lifecycle of a building project.

Essential job functions
•
•
•
•
•
•
•
•
•
•
•

Conduct pre-start meetings.
Screen and direct calls.
Be the ‘face’ of the company.
Welcome and assist clients.
Organise mail, couriers, stationery.
Assist other staff with overflow of work.
Conduct general office administration.
Assist Managing Director with day-to-day tasks.
Liaise with customers.
Meet clients.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•
•
•

keen learner with a positive attitude
team player
good problem solving skills
energetic, enthusiastic, bubbly and friendly personality
ability to cope with tight deadlines
good attention to detail
being punctual and polite
excellent written and spoken English skills (a must)

Other skills/abilities
•

Knowledge of Microsoft® Office is essential.
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Document 14

Job description
Job title: Project Manager

Position number: 14

Revision date: January 2011

Job overview: Project Managers will work closely with a range of stakeholders to
develop and deliver projects for customers. The job is senior and significant
experience in project management in building and construction will be required.

Essential job functions
•
•
•
•
•
•
•
•
•

Assist in the pre-planning and conceptual phase of projects.
Manage time, budget and quality expectations.
Develop project programs and monitor to ensure they remain relevant.
Ensure value is obtained from consultants and trades and service providers.
Manage contractors.
Undertake cost control.
Undertake design management.
Undertake stakeholder management.
Administer OHS regulations.

Requirements
•
•
•
•
•
•
•

two-years-plus experience in managing construction projects
a history working on commercial and civil projects
a thorough understanding of the lifecycle of a construction project
ability to liaise directly with clients and contractors
civil experience and the ability to manage projects from a client’s perspective
the capability to follow programs and complete projects on time and to cost
being well presented, articulate and professional with superior communication
skills
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Document 15

Job description
Job title: Site Foreman

Position number: 16

Revision date: January 2011

Job overview: The site foreman is responsible for the day-to-day management of
all building sites. They are required to maintain the site file in accordance with
procedures and ensure fit and proper workmanship is carried out safely.

Essential job functions
•
•
•
•
•
•
•
•
•
•

Undertake site inspections, including coastal zones.
Prepare job files – plans, specifications, site conditions and variations.
Manage subcontractors – documentation from new, quality, safety and
payments.
Ensure construction timelines met and reported.
Undertake construction checks at critical stages.
Attend construction meetings.
Liaise with architects.
Conduct on-site meetings.
Maintain on-site safety.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•
•

sound knowledge of building and construction industry
good personal management skills, including dispute resolution skills
good organisational skills
good communication skills
ability to read and interpret plans
attention to detail
drivers licence

Other skills/abilities
•
•

knowledge of BCA, relevant standards and shire requirements
ability to sketch detailed information
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Job description
Job title: Operations Director – Operations

Position number: 18

Revision date: January 2011

Job overview: Perth-based, requires ability to provide strategic leadership to all
aspects of the operations division of the company.

Essential job functions
•
•
•
•
•
•
•

To direct and oversee the overall operation of the company.
To negotiate and arrange finance for projects.
To submit a tender, and to enter into a contract, on behalf of the company.
To set quality policy and objectives.
To review the quality system periodically with other managers.
To take overall responsibility for the quality of all works and services undertaken
by the company.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•
•
•

relevant tertiary qualifications
minimum of 5 years experience in a senior contracts administration role,
preferably in residential or commercial construction
ability to understand and interpret construction drawings in a residential or
commercial environment
strong letter-writing ability
demonstrated estimating and budgeting skills
exposure to mid-to-large construction projects
strong appreciation of both head and subcontractor arrangements
solid financial management and procurement skills
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Job description
Job title: Accounts Manager

Position number: 7

Revision date: January 2011

Job overview: Identifies, secures and manages new projects, develops and

maintains existing relationships with a variety of architectural practices and
designers, whilst working closely with Sales and Operations to ensure smooth
delivery of projects.

Essential job functions
•
•
•
•

•

Oversee all administration for lead cost and cost controllers, ensuring these are
qualified and competent team members.
Develop, implement and monitor all procedures relating to cost control, change
management, contingency and cost forecasting.
Develop overall program cost infrastructure (work breakdown structure, overall
project plan, code of accounts, project schedule).
As the lead spokesperson for project cost and change management, fulfil the
role of ‘go to’ guy for the cost control team, providing mentoring and training as
needed.
Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•

experience working in the Perth market
tertiary qualifications in the building sector
knowledge of local procurement methodologies
very good communication skills
strong work ethic

Other skills/abilities
•
•

cost-monitoring skills
well-developed organisational skills
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Job description
Job title: Accounts officers

Position number: 8

Revision date: January 2011

Job overview: Bookkeeping, Perth-based – requires ability to work in a team

environment and familiarity with construction (residential and commercial works).

Essential job functions
•
•
•
•
•
•
•
•
•

Processing accounts payable/receivable accurately and within agreed timelines.
Preparing accounts payable/receivable by accurate coding.
Preparing and reconciling accounts payable for payment within agreed timelines.
Undertaking follow-up on accounts payable/receivable where required.
Undertaking and maintaining adequate filing.
Handling supplier queries in a courteous and professional manner.
Managing petty cash.
Liaising and collaborating with Finance team and Facilities.
Performing other duties as directed by the Finance Manager.

Requirements
•
•
•
•
•
•
•

previous accounts payable experience, preferably in building
ability to work cooperatively in a team environment and autonomously with little
supervision
excellent written and oral communication and interpersonal skills, including a
customer service focus
results-orientated approach with ability to sustain performance under pressure
high levels of organisational, time management and priority setting skills
sound computer literacy
excellent computer skills
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Procedure
Quality procedure: Proposing a change to the building method
Purpose
To specify the actions to be taken to ensure a change in building method has a
financial benefit without reducing the structural and quality requirements of our
construction.

Person responsible
Project Manager/Construction Manager

Procedure
1.

The Project Manager, in conjunction the Construction Manager and the Quantity
Surveyor, to assess the benefits of a change to the building method.

2.

The Project Manager and his team to outline the implications of the change on
the company in relation to:
•
training
•
environmental impact
•
the construction process
•
OSH
•
compliance with the BCA and Australian Standards®
•
any other issues that may be influenced by the change.

3.

The Project Manager and his team to detail the benefits including financial cost,
of the change on the company.

4.

The Project Manager to prepare a list of all personnel affected by the change
and the training and/or information they would require to undertake their duties.

5.

The Project Manager to write up a schedule outlining the people affected by the
changes, training required, dates for implementation and resources required.

6.

The Project Manager to present the recommendations to the CEO and Quality
Assurance Manager.

7.

The Project Manager to notify all stakeholders affected by the change.

Review date
January 2011
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Procedure
Quality procedure: Proposing a change to the building materials
Purpose
To specify the actions to be taken to ensure a change in building materials has a
financial benefit without reducing the structural and quality requirements of our
construction.

Person responsible
Project Manager

Procedure
1.

The Project Manager, in conjunction the Construction Manager and the Quantity
Surveyor, to assess the benefits of a change to the building materials.

2.

The Project Manager and his team to outline the implications of the change on
the company in relation to:
•
suppliers
•
training
•
environmental impact
•
the construction process
•
OSH
•
compliance with the BCA and Australian Standards
•
any other issues that may be influenced by the change.

3.

The Project Manager and his team to detail the financial cost of the changes on
the company.

4.

The Project Manager to prepare a list of all personnel affected by the change
and the training or information they would require to undertake their duties.

5.

The Project Manager to write up a schedule outlining the people affected by the
changes, training required, dates for implementation and resources required.

6.

The Project Manager to present the recommendations to the Directors, Quality
Assurance Coordinator and Finance Manager.

7.

The Project Manager to notify all stakeholders affected by the change.

Review date
January 2011
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Procedure
Quality procedure: Variations – a proposed change by the client
Purpose
To ensure the company has the capability to meet the requirements of the change
and to detail the impact of the variation on the contract.

Person responsible
Project Manager

Procedure
1.

The Project Manager examines the variation order and the revised
drawings/specifications and compares the requirements with those in the original
contract.

2.

The Project Manager to engage architect or consulting engineer to clarify any
relevant implications of the changes on the construction.

3.

The Project Manager to confirm that changes can be undertaken by the
company.

4.

The Project Manager to consult with the Quantity Surveyor to calculate the time
and cost implications of the variation on the contract, including any necessary
return of materials already supplied and any removal of work already completed.

5.

The Project Manager to write up a detailed outline of the changes (cost, time and
resources) required by the variation to present to the client for approval and
acceptance.

6.

The Project Manager to receive and file the signed acceptance from client.

7.

The Project Manager to notify all stakeholders affected by the change and
ensure they replace existing documentation with updated plans and
specifications.

8.

The Project Manager to supply the finance department with details of the change
to the contract, so it can update its records.

Review date
January 2011
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Procedure
Quality procedure: Determining quantities for a project
Purpose
To ensure the company accurately calculate(s) all the materials labour, plant and
equipment required to complete a project.

Person responsible
Quantity Surveyor (commercial)/Estimator (domestic)

Procedure
1.

The QS/Estimator to check that plans, specifications and details are the latest
version.

2.

The QS/Estimator to study the plans and specifications and enter all the
information required into the company’s computerised take off program.

3.

The QS/Estimator to develop overlays for the subcontractors/trades personnel.

4.

All information to be filed under the correct job number on the shared drive of the
company’s computer system.

5.

Take off to be forwarded to QS/Estimator assigned to prepare estimates.

Review date
January 2011
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Procedure
Quality procedure: Preparing estimates for a project
Purpose
To ensure the company accurately calculates the costs of all the materials, labour,
plant and equipment required to complete a project.

Person responsible
Quantity Surveyor (commercial)/Estimator (domestic)

Procedure
1.

The QS/Estimator to send out plans and specifications, to subcontractors and
nominated suppliers (of roof tiles, windows etc) for quotations.

2.

The QS/Estimator to update prices on the company’s computerised take-off
program.

3.

The QS/Estimator to develop and monitor the schedule of rates for each trade.

4.

The QS/Estimator to assign prices to each task required to complete a project.

5.

The QS/Estimator to calculate preliminary items required for the project,
including but not limited to:
•
•
•
•
•
•
•
•
•
•
•
•
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6.

All the above costs to be entered on a summary sheet and the total cost
estimate to be calculated.

7.

All relevant documentation to be saved under the correct job file number on the
shared drive of the company’s computer system.

8.

Estimate to be forwarded to personnel responsible for preparing the tender
documents.

Review date
January 2011
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Procedure
Quality procedure: Monitoring costs
Purpose
To ensure company profits are increased or maintained by comparing estimated
costs against actual costs, researching any discrepancies and overlooked costs and
making immediate changes to prevent any further loss.

Person responsible
Contracts Manager

Procedure
1.

Estimates for construction projects are checked for quality and quantity against
plans and specifications and errors adjusted. Staff member responsible for error
informed and monitored and given training if required.

2.

Risk assessment is undertaken and estimated cost is compared with estimated
risk.

3.

A cash flow outline is prepared, highlighting critical payments, funds received
and finance required.

4.

Monitoring of construction costs against estimated cost, is maintained, with any
variations examined for cause and action taken to prevent similar occurrences in
the future.

5.

Project costs are examined and any over-expenditure investigated to determine
the cause.

6.

The effects of, and solutions to, late payments are established and acted upon.

7.

Time delays are investigated and different options to overcome them are
analysed, considering costs, the company’s reputation and availability of
resources.

8.

A report is prepared on the final cost of construction, with overestimates and
underestimates examined and action to avoid similar discrepancies to be taken
in preparing future contracts.

9.

Fluctuations in the costs of resources and indirect costs, overheads etc are to be
investigated and analysed. The result of such analysis is to be distributed to the
relevant staff members.

Review date
January 2011
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Procedure
Quality procedure: Occupational Health and Safety
Newton Baga Building recognises and accepts its statutory obligations under
Western Australia’s Occupational Safety and Health Act 1984 and/or the
Commonwealth’s Occupational Health and Safety Act 1991, as such, this policy is to
assist in the provision of a safe and healthy working environment for all Newton Baga
Building employees, contractors and subcontractors.
From 1st January 2010, all employees, contractors and subcontractors will be
required to have completed a Newton Baga Building safety induction and must be in
possession of a safety induction card before starting work at any Newton Baga site.

Purpose
The purpose of this policy is to ensure Newton Baga Building and all of its
employees, contractors and subcontractors conform with their responsibilities under
the Occupational Safety and Health and Welfare Act and/or the Commonwealth’s
Occupational Health and Safety Act 1991.

Person responsible
The directors of Newton Baga Building are responsible for fulfilling their
responsibilities under the relevant Acts and Regulations, including providing
information, training and/or supervision for all employees, contractors and
subcontractors in respect to the correct use of plant, equipment and substances used
on Newton Baga Building sites.

Procedure
All Newton Baga Building employees, contractors and subcontractors are to:
1.

be suitably experienced to perform their tasks

2.

be in possession of all necessary licences, permits, registrations and insurance
required to perform their work safely and in compliance with appropriate
regulations

3.

be notified of any potential hazards associated with the location or use of the
area where work is to be carried out

4.

made aware of Newton Baga Building Procedures and inducted in the
company’s safety policies and on any specific site requirements

5.

have completed the company’s safety induction and carry the safety induction
card at all times whilst performing work for Newton Baga Building.
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Note: Please also refer to OHSE subcontractor’s pack –
<www.workcover.nsw.gov.au>
Search for ‘subby pack’ under Forms and Publications on the Workcover
Authority of NSW website.

Review date
This policy will be reviewed annually and additionally in accordance with any
amendments in OHS or other relevant legislation.
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Procedure
Quality procedure: Preparing a tender
Purpose
To specify the actions to be taken to ensure that tender bids prepared for Newton
Baga Building are accurate, correct and do not leave Newton Baga exposed to
potential losses.

Person responsible
Operations Director/Business Director

Procedure
1.

All tender opportunities that offer potential to Newton Baga to expand its
commercial arm are to be brought to the attention of the Managing Directors.

2.

The Managing Directors will determine if the tender opportunity warrants further
investigation and, if so, will deem it a ‘potential project’ and allocate the tender
evaluation task to the appropriate Project Manager.

3.

The Project Manager, in conjunction the Contracts Manager, will carry out an
assessment of tender documents.

4.

The Project Manager will prepare a report evaluating the tender risks and
provide the report to the Managing Directors for review.

5.

The Managing Directors will make a decision on whether or not to pursue a
tender bid.

6.

Any full tender response will be developed by the Project Manager and any other
staff deemed necessary to complete the bid.

7.

The bid will be reviewed by the legal team prior to submission to the Managing
Directors.

8.

The bid will be reviewed by the finance team prior to submission to the Managing
Directors.

9.

The Managing Directors will make any final changes and endorse the
submission of the tender bid.

10. The Project Manager will submit the tender bid in accordance with the directions
in the tender documents.
11. All documents utilised in the preparation of the tender are to be placed on file.
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12. Where Newton Baga is unsuccessful in a bid, the Project Manager is to seek
feedback from the client as to how the Newton Baga bid could have been
improved.
13. Any changes to policy, procedure or process are to be forward to the Quality
Assurance Coordinator.
14. Where Newton Baga is successful in a bid, an operation file is to be established.

Review date
January 2011
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Procedure
Quality procedure: Materials testing
Purpose
To outline the requirements for testing materials – and recording and storing of the
results.

Person responsible
Project Manager

Procedure
Compaction test
1. Project Manager to ensure site is well compacted before requesting compaction
test.
2. Site inspection and compaction test will be carried out and passed by one of our
nominated structural engineers before any concrete is poured into footings.
3. The Project Manager to receive a copy of the approved compaction test result
and file the certificate under the job file number in the office.
Concrete tests
1. All concrete poured in suspended slabs or for the construction of walls shall be
subject to a slump test and a compressive strength test, as specified by the
nominated engineer.
2. The ready-mixed concrete supplier will carry out both slump and compression
tests, all in accordance with the relevant purchase order/specifications as
supplied by NBB.
3. Project Manager is to ensure no water is added to the mix on site and that the
temperature remains below 32 °C during the pour.
4. The concrete is to be treated to prevent loss of moisture during a curing process
of at least seven days or as specified by the nominated engineer.
5. All test results and records of weather conditions, including temperature during
the pour, are to be filed under the job file number in the office.
Review date
January 2011
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Procedure
Quality procedure: Records management
Purpose
To ensure that full and accurate records of the company’s activities and decisions
are created, managed and disposed of appropriately, to meet organisational needs
and accountability requirements.

Person responsible
Managing Director

Procedure
1.

In general, Newton Baga staff are responsible for maintaining files relevant to
their own projects or job function. Copies of key documents are to be included on
the project files and stored in the finance/administration office. The documents to
be kept in the central file include:
•
•
•
•
•
•
•
•
•

project plans and drawings
estimates and schedules
project budgets
any correspondence with project clients
copies of all reports related to a project
copies of any agreements with contractors involved in a project
copies of all licences or approvals related to a project
copies of statutory documents (eg the certificate of incorporation)
copies of source documents such as insurance policies.

2.

The Finance/Administration Manager is responsible for maintaining the project
file(s) on each project as specified above.

3.

All financial records are kept for a minimum of seven (7) years.

4.

On an annual basis, staff will cull documents from their filing cabinets.
This ensures filing systems are current and unnecessary storage is reduced.

5.

Regular review of the files also assists in the transfer of relevant information in
the event of staff turnover.
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6.

When culling files, staff members should make a decision as to whether material
should be:
•
•
•

archived at Newton Baga
sent to storage
disposed of.

Disposal of files
1.

Project Managers are responsible for disposing of information and files as
necessary to maintain their own records. Once no longer required,
confidential documents are to be shredded. Generally, this includes
management papers, financial information and job applications. Any personal
information about individuals that is acquired (eg while conducting research)
should also be shredded. General information that is not considered sensitive
can be placed in the paper recycling.

2.

Any material which is more than ten years old is usually discarded in order to
save storage space.

Review date
January 2011
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Procedure
Quality procedure: Site files
Purpose
To ensure that a site file is established for all Newton Baga Building projects and
provided to site supervisors to assist in the effective and efficient management of
building projects.

Person responsible
Managing Director

Procedure
1.

A site file is to be established for all Newton Baga building projects. The file is to
include:
•
•
•
•
•
•
•
•
•
•
•
•
•

site plans for the project
drawings and any overlay drawings for the project
specifications for the project
contract and contractual requirements/approvals
supplier and contractor details and information
work schedules
the building schedule
labour schedules
materials schedules
call forward sheets
cost files
approved variations
local government conditions of approval.

2.

The Site Supervisor is to have immediate access to the site file at all times.

3.

Once a building project is complete, the site file is to be provided to the
Finance/Administration Manager for archiving.

Review date
January 2011
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Procedure
Quality procedure: Items supplied by owner
Purpose
To specify the actions to be taken when the owner supplies items for a building
project, either materials or labour, to ensure that Newton Baga meets its obligations
to the owner.

Person responsible
Site Supervisor

Procedure
There is an annexure to the lump sum contract that is used when owners supply
items for use during the course of construction. When completed, the document
outlines the owner’s responsibilities in relation to lead times, delivery arrangements,
liabilities, suitability, compliance, instructions for installation, insurance and accuracy
of quantities.

Review date
January 2011
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Procedure
Quality procedure: Tiling supplied by owner
Purpose
To specify the actions to be taken to when the owner supplies tiles for a building
project.

Person responsible
Site Supervisor

Procedure
The client is to be advised that, as soon as the supervisor receives confirmation of
the cupboards installation date and the plumber’s sanitary fixing date, he will confirm
the delivery date for the tiles and the site availability date for the tiler.
Once this has been advised, it will be necessary for the client to adhere to the
following procedure.
1.

Client is to arrange with their liaison officer to pay a construction key deposit and
pick up the key from the office a day or so before the tiler’s starting date.

2.

Once given a ‘job ready for tiler’ date, the supervisor will require confirmation of
the tiler’s actual start date so he can arrange a meeting with the tiler to discuss
the following.
•
•
•
•

3.

Newton Baga Building criteria for fixing tiles – the tiler will need to sign a
tiling specification form
brick requirements and preparation requirements for waterproofing – which
is to be carried out by Newton Baga Building subcontractors
preparation requirements for the silicon caulking – which is to be carried out
by a Newton Baga Building subcontractor on completion of tiling
wet area tiling completion date – which the tiler will be required to give the
supervisor a minimum of five working days before completion, so the
supervisor can book the following trades.

Client is to return the construction key to the office upon satisfactory completion
of work and cleaning up.

Review date
January 2011
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Risk management process flow chart
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Quality assurance induction checklist
All supervisors should receive a ‘Quality Assurance Induction File’. Ensure you have
a copy of the procedure for quality control.
Please find below a brief summary of the key points.
•

•

•
•
•
•
•
•

Quality assurance procedures are designed to avoid mistakes and ensure job
flow. They also ensure that everyone in the company does their job in a
prescribed manner. This ensures that others can take over if someone is absent
or leave the company.
Controlled documents marked with a code on the bottom of the sheet are forms
that must be filled in correctly. These forms are quality assurance (QA)
documents.
Suggestion and deficiency logs – write in diary and present at the supervisor’s
meeting; they will then be listed in the minutes.
Site instruction books are to be used and reports issued. Provide a copy to the
Site Supervisor for file purposes.
Order books – fill out properly using cost codes and variance numbers. Utilise
the Site Supervisor as much as possible.
All variations to contract come from the Construction Coordinators; raise any
confusion/queries with the Construction Coordinator or your liaison officer.
Quality assurance audit is undertaken every nine months.
Construction Manager will issue quality assurance induction forms to new
inductees.

Supervisor’s tasks
1.

All ‘call forwards’ must be initialled next to each item.

2.

Mark up all plans, addenda and ‘call forwards’ to show use of all relevant
information given.

3.

Construction checklist is to be ticked at relevant times and signed off at end.

4.

‘Call forward’ sheets must have subcontractor’s trading name in space provided
(not their first name).

5.

Peg only plan/site inspection report – site plan will be placed in supervisor’s tray.
Visit site prior to start. Fill in inspection report and provide Part A to assistant
construction manager, who will action the jobs in conjunction with the job starts
manager. Part B of the report stays with the supervisor to retain in job file.

6.

Supervisor is to initial variations book to acknowledge receipt of them.

7.

Old plans are to be marked ‘Superseded’ and kept at the rear of file.
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8.

All equipment is to be calibrated every six months. All items must be marked with
supervisor’s name and records kept in file. Tolerances: 8 m; tape 2 mm, 50 mm;
tape 10 mm; spirit level 1 mm.

9.

Supervisor’s construction list must be filled out each week to show progress
(watch payment claims). Photocopy prior to meeting.

10. Testing – all materials, mortar, sand and concrete are to be tested monthly.
11. All client-supplied material is to be inspected for quality and damage. Keep in
mind that client material is not always insured – so don’t leave it sitting on-site.
12. Project handover items must be completed in 10 working days.
13. Project handover books must be completed with all lines filled out.
14. On completion of job, including all project handover items, dismantle file, stapling
together the pink handover form, supervisor’s plans, addenda, subcontractor’s
pay sheet, call forward, tile/paint selection, construction checklist and any other
relevant information. Provide all these items to the assistant construction
manager.
15. Files are archived along with supervisor’s file in our office for six months for
maintenance purposes.
16. All maintenance is dealt with by our service department. If work is handed back
to the supervisor, it must be dealt with immediately, using the trade who
previously did the job.

Items to be issued to supervisor
Item

Issue date

8 m tape
50 m tape
Square/level
Ladder
Hard hat
Fire extinguisher
First aid kit
Fuel card
Keys – office/display
Site instruction book
Order book
Supervisor’s information
file
Mobile phone
Mirror
Signage
Camera
© VET (WA) Ministerial Corporation 2010
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Document 17

Site inspection checklist
Attach photograph and site plan and hand to Assistant Construction Manager.
Address: ___________________________________

Job no: ________________

______________________________________________________________________
Supervisor: _________________________________

Category
Safety

Date: __________________

Item
Overhead power cables

Yes

No

Protection required

Yes

No

Safety rep inspection

Yes

No

Scaffold/handrails to retaining

Yes

No

Yes

No

Public liability (describe):

General safety concerns/schools etc (describe):

Fence condition

Rear
Left side
Right side
Front

Footpath
condition

Page 1 of 2

Is the foot path cracked prior to site works?
If YES, attach a photograph. Inform shire through
liaison.
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Category
Kerb condition

Boundary pegs

Item
Cracks

Yes

No

Mountable

Yes

No

All boundary pegs in position.

Yes

No

Is a limestone access track required (units/rural)?

Yes

No

Concrete truck access

Yes

No

Water meter on site
If NO, contact approvals coordinators:
north – ext 879, south – ext 398.

Yes

No

Power dome on site.
If NO, contact Acme Electrics.

Yes

No

Could we save the cost of a chemical WC?

Yes

No

Which boundary pegs are missing?
FL 
Access to site

General issues

FR



RL



RR 

Nearest WC to use (describe location):

Supervisor’s signature: ____________________________________
Date: ___________________________
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Document 18

Procedure register
ID
number

Procedure name

Version
number

Issued by

Review date
dd/mm/yyyy

01

Proposing a change to the
building method

1

Isaac Baga

22/11/2010

02

Proposing a change to the
building materials

1

Isaac Baga

22/11/2010

03

Variations – proposed
change by the client

1

Isaac Baga

22/11/2010

04

Determining quantities for a
project

1

Isaac Baga

22/11/2010

05

Preparing estimates for a
project

1

Isaac Baga

22/11/2010

06

Monitoring costs

1

Isaac Baga

22/11/2010

07

OHS

1

Cecelia
Newton

12/05/2010

08

Preparing a tender

1

Isaac Baga

22/11/2010

09

Materials testing

1

Isaac Baga

22/11/2010

10

Records management

1

Isaac Baga

22/11/2010

11

Site files

1

Isaac Baga

22/11/2010

12

Items supplied by owner

1

Isaac Baga

22/11/2010

13

Tiling supplied by owner

1

Isaac Baga

22/11/2010

14

Risk management flow chart

1

Isaac Baga

22/11/2010

15
16
17
18
19
20
21
22
Page 1 of 2
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ID
number

Procedure name

Version
number

23
24
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Document 19

Job stage call-ups – plumbing
checklist
All job stages require, where possible, five clear working days notice.
All bookings are to be made by email or fax, not by phone.
1.

Ground floor prelay – done at footings stage
•
•
•
•

2.

Drains
•
•
•
•
•

3.

If brick build-up required, this is to be called prior to the main pre-lay.
Main pre-lay to be called when elevated slab is ready.
48 hours notice required from grano worker if possible.
Builder plans to be available to Newton Baga Building prior to call date.

Five days after building supervisor sights slab.
Drain date only, not load dates.
If five days not available, complete site access is required to eliminate the
need to drive on a green slab.
No direct contact between building supervisor and drainer.
All soak wells are installed at this stage – with connection to downpipes to
occur at later stage.

Water service – (tube)
Single storey
•
•

After roof carpenter.
If any re-bookings required, please check first, as that same contractor will
almost certainly already have work on the day required.

Two-storey – (pre-tube) – ground floor
•
•
•

4.

This must be called prior to the form worker.
This will allow all lower floor work to be completed, including the mains and
leads to the upper floor, thus making the job ‘live’ and able to be tested.
If Newton Baga Building cannot do it at this stage, it becomes a major job at
upper floor level and often requires two days to complete.

Stormwater – connect to downpipes
•

Page 1 of 2

Called after either the tube stage site clean or the sanitary site clean.
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5.

Stormwater – cut-off drains
•
•

6.

First floor pre-lay
•

7.

This stage is done after the formwork has been stripped out and before the
construction of the upper-level brickwork.

Sanitary
•
•
•
•

9.

This stage is done after steel fixer finished and prior to pour.

Stack
•

8.

This must be called before the hardstand is installed or the paver is on site.
Newton Baga Building only supplies – the drain is installed by the paver.

This stage done prior to floor and wall tiler.
All cupboards to be installed.
All relevant fixtures to be on site.
No painters or ceiling sanders to be on site at this time.

Flumes and vents – two-storey
•

This stage is done before the scaffolding is removed to allow full access to
the upper floor.

10. Final – chrome
•
•
•

Hot water unit on site.
Balance of final fit-out completed.
Gas final normally done the day after the final – gas fixtures are tested and
the service is commissioned.

© VET (WA) Ministerial Corporation 2010
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Document 20

Site works checklist
Job no:
Address:
Client:

Attending

Site Manager:

Client: ____________________

Earth worker:

Shire if required: ____________

Checklist
Retaining walls position – heights and location
Explain to client what is on the plan
Cut base
Subsoil/cut-off drains
Clay/gravel run-off via sand pad
Service trench
Power on site
Water on site
Finishing height of sand pad
Building envelope pegs
Location of house in relation to building envelope pegs
Septic/biosystem height/location
Leach drains height/location
Amended soil if required
Reticulation area
Rock removal
Confirm extent of tree removals per shire
Tree removal irrigation area

Yes

Remove

No

Stockpile

If stockpile on site, please indicate the location:

Stormwater

Page 1 of 2
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Notes:

Signed:
Owner's signature

Print name

Date

NBB site manager

Print name

Date
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Document 21

Pre-start checklist for site safety
management plan
Site details
Site address: _______________________________________________________
Nearest crossroads: _________________________________________________
Person doing this check: ______________________________________________

List site-specific hazards and control measures required.
Answers require more than a ‘Yes’ or ‘No’ response.

What demolition will be required? Extent?

What retaining walls are required? Where?

What is the danger of falling into swimming pool/canal/river/estuary etc?

Page 1 of 3
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Are there overhead power lines to cause a hazard? Where?

Is this a ‘tight’ site requiring special management of materials etc?

What schools are nearby?

What public safety measures are needed?

Will a verge permit be required? What area?

Will vehicle control be required? Where?

What other hazards or potential for hazards do you see on this site?

© VET (WA) Ministerial Corporation 2010
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Site plan
Sketch the site layout/map and assembly point/s, showing any relevant hazards.
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Document 1

Section 3 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

BCA assessment report

Version 1, 2010

3

Competency analysis sheet

Version 1, 2010

4

OHS induction checklist

Version 1, 2010

5

Planning tool template

Version 1, 2010

6

Interview template

Version 1, 2010

7

Job safety analysis template

Version 1, 2010

8

Project legal requirements template

Version 1, 2010

9

Call forward sheets

Version 1, 2010

10

Memo template

Version 1, 2010

11

Procedure template

Version 1, 2010

12

Job description template

Version 1, 2010

13

Purchase order template

Version 1, 2010

14

Team meeting template

Version 1, 2010

15

Work order template

Version 1, 2010

16

Quality definition table

Version 1, 2010

17

Quality management plan template

Version 1, 2010

18

Record of conversation template

Version 1, 2010

19

Risk register template

Version 1, 2010

20

Non-conformance report

Version 1, 2010

21

Assessment of a tender document

Version 1, 2010

22

Tender evaluation report

Version 1, 2010

23

Alternative proposal

Version 1, 2010

24

Procedure register template

Version 1, 2010

25

Journal template

Version 1, 2010

26

Financial plan templates

Version 1, 2010

Page 1 of 2
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ID
number

Document name

Version number

27

Risk control adjustment template

Version 1, 2010

28

Inspection test plan template

Version 1, 2010

29

Labour and materials schedule template

Version 1, 2010

30

Costing report template

Version 1, 2010

31

Cost estimates by trade template

Version 1, 2010
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Document 2

BCA assessment report
1.0 Purpose of this report

2.0 Documentation assessed
The following plans have been assessed to compile this report:
Project name –
Drawing number

Page 1 of 9

Revision

Drawing title
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3.0 Building code of Australia 2008 assessment
SECTION A
1

Classification
(A3.2)

2

Multiple
classifications
(A3.3)

SECTION C
Part C1 – Fire Resistance and Stability
5

Type of
construction
required (C1.1 &
Table C1.1)

6

Calculation of
rise in storeys
(C1.2)

7

Building of
multiple
classification
(C1.3)

8

Two-storey
Class 2, 3 or 9c
buildings (C1.5)

9

Fire hazard
properties
(C1.10)

10

Performance of
external wall in
fire (C1.1)

Part C2 – Compartmentation and Separation
11

Floor area and
volume
limitations (C2.2,
Table C2.2)

12

Vertical
separation of
openings in
external walls
(C2.6)

13

Separation by
fire walls (C2.7)
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14

Separation of
classifications in
the same storey
(C2.8)

15

Separation of
classifications in
different storeys
(C2.9)

16

Separation of lift
shafts (C2.10)

17

Stairway and lift
in one shaft
(C2.11)

18

Separation of
equipment
(C2.12)

19

Electrical supply
system (C2.13)

20

Public corridors
in Class 2 and 3
buildings (C2.14)

Part C3 – Protection of Openings
21

Protection of
openings in
external walls
(C3.2)

22

Acceptable
methods of
protection (C3.4)

23

Protection of
doorways in
horizontal exits
(C3.7)

24

Openings in fire
isolated exits
(C3.8)

25

Services
penetrations in
fire-isolated exits
(C3.9)

26

Openings in fireisolated lift
shafts (C3.10)

Page 3 of 9
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27

Bounding
construction:
Class 2, 3 and 4
buildings (C3.11)

28

Openings in
floors and
ceilings for
services (C3.12)

29

Openings in
shafts (C3.13)

30

Openings for
services
installation
(C3.15)

31

Construction
joints (C3.16)

Specification C1.1 – Fire Resisting Construction
32

Fire protection
for a support of
another part
(2.2)

33

General
concessions
(2.5)

34

Carparks in
Class 2 and 3
buildings (2.8)

35

Fire-resistance
of building
elements (3.1)

36

Roof:
concessions
(3.5)

37

Internal column
and walls:
concession (3.7)

38

Fire resistance
level of external
walls (Spec
C1.1, Table 3,
Table 3.9)

Specification C1.10 – Fire Hazard Properties – General
39

Early fire hazard
indices

© VET (WA) Ministerial Corporation 2010
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Specification C1.10a – Fire Hazard Properties – Floors, Walls and Ceilings
40

Early fire hazard
indices

See above.

Specification C3.4 – Fire Doors, Smoke Doors, Fire Windows and Shutters
41

Fire doors,
smoke doors,
fire windows and
shutters

SECTION D – ACCESS AND EGRESS
Part D1 – Provision for escape
42

Number of exits
required (D1.2)

43

When fireisolated exits are
required (D1.3)

44

Exit travel
distances (D1.4)

45

Distance
between
alternative exits
(D1.5)

46

Dimensions of
exits and paths
of travel to exits
(D1.6)

47

Travel via fireisolated exits
(D1.7)

48

Travel via nonfire-isolated
stairways or
ramps (D1.9)

49

Discharge from
exits (D1.10)

50

Horizontal exits
(D1.11)

51

Number of
persons
accommodated
(D1.13)

Page 5 of 9
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52

Access to lift pits
(D1.17)

Part D2 – Construction of Exits
53

Fire-isolated
stairways and
ramps (D2.2)

54

Non-fire-isolated
stairways and
ramps (D2.3)

55

Rising and
descending stair
flights (D2.4)

56

Smoke lobbies
(D2.5)

57

Installations in
exits and paths
of travel (D2.7)

58

Enclosure of
space under
stairs and ramps
(D2.8)

59

Width of stairs
(D2.9)

60

Goings and
risers (D2.13)

61

Balustrades or
other barriers
(D2.16)

62

Handrails
(D2.17)

63

Swinging doors
(D2.20)

64

Operation of
latch (D2.21)

65

Signs of doors
(D2.23)

Part D3 – Access for People with Disabilities
66

Application of
this Part (D3.1)
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67

General building
access
requirements
(D3.2)

68

Car parking
(D3.5)

69

Identification of
accessible
facilities (D3.6)

70

Tactile indicators
(D3.8)

SECTION E – SERVICES AND EQUIPMENT
Part E1 Fire Fighting Equipment
71

Fire hydrants
(E1.3)

72

Fire hose reels
(E1.4)

73

Sprinklers (E1.5)

74

Fire
extinguishers
(E1.6)

75

Fire precautions
during
construction
(E1.9)

Part E2 – Smoke Hazard Management
76

General
requirements
(E2.2)

Specification E2.2a – Smoke Detection and Alarm Systems
77

Type of system

Part E3 – Lift installations
78

Stretcher facility
in lifts (E3.2)

79

Warning against
use of lifts in fire
(E3.3)

80

Emergency lifts
(E3.4)

81

Fire service
controls (E3.7)
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Part E4 – Emergency Lighting, Exit Signs and Warning Systems
82

Emergency
lighting
requirements
(E4.2)

83

Design and
operation of
emergency
lighting (E4.4)

84

Exit signs and
directional signs
(E4.5 and E4.6)

85

Design and
operation of exit
signs (E4.8)

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Page 8 of 9

Newton Baga Building Site File

Section 3: Forms and templates

4.0

Summary of non–compliance issues

5.0 Conclusions

6.0 References
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Document 3

Competency analysis sheet
The following register contains details of the skills and competencies of Newton Baga Building employees.
Today’s
date

Page 1 of 1

Employee name

Description of
work

Skills/qualifications/
experiences

Ticket/card
number

Training
Date/s

Details
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Document 4

OHS induction checklist
Employee/subcontractor
name:
Name of person carrying
out induction:
Position of person carrying
out induction:
Date of induction:

General OHS induction
Provide knowledge on the basic principles of health and safety in the construction
industry in order help prevent injury/illness at work.




Blue Card copied for records by employer
health and safety information at the workplace (eg safety noticeboard, health
and safety representatives)








understanding of safety signs
how to report accidents, incidents and dangerous occurrences
how to report hazards or unsafe work practices
how safety issues and disputes are resolved
emergency and first aid requirements
what to do if injured or suffer illness

Page 1 of 3
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overview of common industry hazards, including at least the following:
•
•
•
•
•
•
•
•
•
•
•

manual handling
hazardous substances
noise
operation of plant
UV radiation
HIV and blood-borne infection
electrical work
working near traffic
working at heights
hazards associated with drugs and alcohol
personal protective equipment (PPE)

Specific work activity OHS induction
Provide knowledge of the health and safety issues relevant to the specific
construction work activities to be undertaken.



common hazards, risks and control measures involved in carrying out the
work activities





how to identify a hazard, assess the risks and control them
work methods to be used, including control measures to prevent injury/illness
correct use, handling, storage and transport of plant (including tools,
equipment and personal protective equipment) in accordance with the
manufacturers’ recommendations



correct use, handling, storage and transport of materials and hazardous
substances, including provision and use of material safety data sheets
(MSDS)



electrical safety

Site-specific induction
Provide knowledge of the OHS procedures, risks and hazards specific to a particular
workplace or site.
Note: Site-specific induction must be provided for every site.



any site-specific hazards and control measures involved in carrying out the
work



site orientation, including location of safe access, amenities, first aid etc

© VET (WA) Ministerial Corporation 2010
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site-specific safety rules, policies or procedures, including notification of
changes to the work site




accident/incident/dangerous occurrence procedures
emergency and first aid procedures

Signature of
employee/
subcontractor:

Signature of person
carrying out
induction:

Note: This form will be collected by a site supervisor and must be stored in the
relevant Newton Baga site file.

Page 3 of 3
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Document 5

Planning tool
Key
feature

BCA
requirement

Code/Standard Approvals Considerations
Labour
Materials
Equipment
Cost
Supervisory
requirement
required
for building
implications implications implication implications implications
process
Site plan

Page 1 of 2
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Key
feature

BCA
requirement

Code/Standard Approvals Considerations
Labour
Materials
Equipment
Cost
Supervisory
requirement
required
for building
implications implications implication implications implications
process
Drawings

Specification
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Document 6

Interview
Date:
Place:

Topic discussed:
People involved in the interview were:
Name

Company

Position

Key questions

Response

Signature:

Date:

Signature:

Date:

Page 1 of 1

Contact details
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Document 7

Job safety analysis
Name(s): (of assessors – include name and position of employee, management rep, health and safety rep and/or contractor)

Date:

/ /

Description of activity:
Location of task:

Permit to work required:

□

Yes

□

No

Approved by: (name and position) ____________________________________________________

(If Yes, add type of permits required to Tasks column.)
Tasks

Hazards

Risk-control measures

Responsibility

List the tasks required to perform the activity
in the sequence they are carried out.

Against each task, list the hazards that could
cause injury when the task is performed.

List the control measures required to eliminate
or minimise the risk of injury arising from the
identified hazard.

Write the name of the person responsible to
implement the control measure identified.

Page 1 of 2
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Tasks

Hazards

Risk-control measures

Responsibility

List the tasks required to perform the activity
in the sequence they are carried out.

Against each task, list the hazards that could
cause injury when the task is performed.

List the control measures required to eliminate
or minimise the risk of injury arising from the
identified hazard.

Write the name of the person responsible to
implement the control measure identified.
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Document 8

Project legal requirements
Residential
requirement

Page 1 of 2

Commercial
requirement

Document

Sections
relevant to
the project

Obligations of
the builder

Actions
required

Paperwork or
records required

Procedures
required
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Residential
requirement

Commercial
requirement
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Document

Sections
relevant to
the project

Obligations of
the builder

Actions
required

Paperwork or
records required

Procedures
required
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Document 9

Call forward sheets
Client’s name
Telephone details

Mobile:

Home:

Client’s address
Job no
Job address
Load

Page 1 of 2

Item description

Call
date
dd/mm/yy

Delivery
date
dd/mm/yy

Supplier

Comments
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Load

Item description
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Call
date
dd/mm/yy

Delivery
date
dd/mm/yy
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Document 10

Memo
To:
[Type here]
From: [Type here]
CC:

[Type here]

Date:

[Type here]

Re:

[Type here]

[Start typing text here]

Page 1 of 1
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Document 11

Procedure
Quality procedure:

Purpose

Person responsible

Procedure
1.
2.
3.
4.
5.
Review date

Page 1 of 1
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Document 12

Job description
Job title:

Position number:

Revision date:

Job overview:

Essential job functions
•
•
•
•
•
•
•
•

Perform any other related duties as negotiated to meet the ongoing needs of the
organisation.

Requirements
•
•
•
•
•
•

Other skills/abilities
•
•
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Document 13

Purchase order
ABN: 998877665544

25 Willow Street
Perth WA 6555
Ph: 08 9876 5432
Fax: 08 98765433

P.O. No: [100]
DATE:
CUSTOMER ID: [ABC12345]

accounts@nbagab.com.au
VENDOR: [Name]

[Company name]
[Street address]
[City, State, post code]
[Phone]
SHIPPING METHOD

QTY

ITEM #

SHIP TO: [Name]
[Company name]
[Street address]
[City, State, post code]
[Phone]

SHIPPING TERMS

DESCRIPTION

DELIVERY DATE

JOB

UNIT PRICE

TOTAL

SUBTOTAL
GST
TOTAL

1. Please send two copies of your invoice.
2. Enter this order in accordance with the prices, terms,
delivery method, and specifications listed above.
3. Please notifiy us immediately if you are unable to ship
as specified.

Authorised by
Page 1 of 1

GST

Date
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Document 14

Newton Baga team meeting
[Date]
[Time]
[Location]
Meeting called by:

Type of meeting:

Facilitator:

Note taker:

Timekeeper:
Attendees:

Please read:
Please bring:

Agenda items
Topic

Presenter

Time allotted









Other information
Observers:
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Other information
Resources:

Special notes:
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Document 15

Work order
ABN: 998877665544

25 Willow Street
Perth WA 6555
Ph: 08 9876 5432
Fax: 08 98765433

W.O. No: [100]
DATE:
SUBCONTRACTOR ID: [ABC12345]

accounts@nbagab.com.au
SUBCONTRACTOR

JOB

[Name]
[Company name]
[Street address]
[City, State, postcode]
[Phone]

DESCRIPTION OF SERVICE

1. Please send two copies of your invoice.
2. Enter this order in accordance with the prices and terms of
t he subcontract agreement
3. Please notifiy us immediately if you are unable to provide the
work as specified.

Page 1 of 1

QTY

UNIT PRICE

Authorised by:

GST
$ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ SUBTOTAL
GST
TOTAL

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

TOTAL
-

Date:
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Document 16

Quality definition table
Quality item

Measurable item

(Items essential to the
project)

(Items to be measured)

Page 1 of 2

Unit measure and
standards

Existing project tools that
will provide quality data

(How it will be measured and
against what?)

(Tools used to measure)

Timing of measurement
(When is the measurement
performed?)
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Quality item

Measurable item

(Items essential to the
project)

(Items to be measured)
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Unit measure and
standards

Existing project tools that
will provide quality data

(How it will be measured and
against what?)

(Tools used to measure)

Timing of measurement
(When is the measurement
performed?)
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Document 17

<Project title>
Quality Management Plan

Version: <n.n>, Date: <dd-mm-yyyy>
Copy: Uncontrolled
The version number starts at one and increases by one for each release. It shows
the release number and a revision letter if in draft. The original draft is 0.A and
subsequent drafts are 0.B, 0.C etc. The first accepted and issued document is 1.0.
Subsequent changes in draft form are 1.0A, 1.0B etc. The accepted and issued
second version is 1.1 or 2.0, depending on the magnitude of the change.
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Document Acceptance and Release Notice
This is <release/version> <n.n> of the <Company/Project Title> Quality Management
Plan.
The Quality Management Plan is a managed document. For identification of
amendments, each page contains a release number and a page number. Changes
will only be issued as complete replacement. Recipients should remove superseded
versions from circulation. This document is authorised for release once all signatures
have been obtained.
PREPARED:
(for
acceptance)

-

-

Date:

-

-

<Name>
<Company/Project Title>
Company/Project Manager

ACCEPTED:
(for release)

Date:

<Name, Title>
on behalf of the <Project/Company
Title>

Document development history
Build status:
Version
<n.n>

Date

Author

<dd-mm-yyyy>

<name>

Reason
Initial Release

Sections
All

List the most
recent
amendment first

Amendments in this release:
Section title

Section number

Amendment summary
eg. This is the first release of this document.

Distribution:
Copy no.
1.

Version

Issue date

Issued to

<n.n>

<dd-mm-yyyy>

<name, title, organisation>

<n.n>

<dd-mm-yyyy>

Shared drive

2.
Electronic
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1

Overview

1.1

Purpose of Quality Management Plan

The purpose of the Quality Plan is to detail how the quality processes for the
<company/project name> will be implemented to ensure that the company/project
outputs are delivered fit-for-purpose. This will be achieved by ensuring that all
management processes are conducted in a quality manner (quality assurance) and
by developing quality criteria for the outputs themselves (quality control).
This document is to be read in conjunction with the <company/project name>
Business Plan and will be reviewed and amended to meet changed conditions or
objectives during the activity/project’s life span.

1.2

Quality Management Plan components

To achieve this, the <company/project name> Quality Management Plan includes the
following components:
•
•
•

Quality Assurance – to ensure quality management processes.
Quality Control – via the development of quality outputs; and
Quality Improvement – review points to assess and improve quality where
possible.

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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2

Company/Project Quality Assurance

Quality Assurance for the <company/project name> will be achieved by defining the
relevant quality management processes that will be applied.

2.1

Methodologies and standards

What proven methodologies and standards will be used to ensure that quality
management processes are being applied? The relevant methodologies, standards
and guidelines should be listed, with individual sections identified as appropriate,
which may include:
•
•

•

•

Standards, such as AS/NZ 4360:2004 Risk Management
Relevant Department of Treasury and Finance policies and guidelines including
policy on the engagement of consultants and appropriate tendering and contract
management, available at <www.treasury.tas.gov.au>.
Records management, web publishing, information security, privacy and other
whole-of-government information technology policies and guidelines, available at
<www.egovernment.tas.gov.au>.
Relevant business domain driven standards

To ensure that <the company/project name> is managed to an appropriate level of
quality, following methodologies and standards will be utilised:
•

List relevant methodologies, standards and guidelines here, with individual
sections identified as appropriate.

2.2

Quality review

2.2.1

Evaluation and review

When quality management is being undertaken effectively in a company/project,
there will usually be areas identified for improvement. By building in regular reviews
of both output development processes and company/project processes, quality
improvement can be carried out throughout the life of the company/project.
In this section define the following:
•

•

•
•
•
•
•

The timing for any reviews, which may be conducted at the end of a phase or
each and every phase, and/or after all outputs have been delivered prior to a
project being closed.
What each review(s) will cover, for example:
o

A review of company/project performance against the defined
company/project target outcomes;

o

A review of the processes used to produce the outputs;

o

Lessons learnt by the company or from the project; or

o

A combination of the above.

o Opportunities for improvement.
Who is responsible for arranging and managing the review(s)?
Who will perform the review(s)?
Who is responsible for the post-implementation review process?
Who will the report(s) be delivered to?
Who is responsible for accepting the reports produced by the process?
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•
•

Will all relevant stakeholders be included within the review process?
What action will be taken once the report(s) have been received?

Ideally, an independent body conducts these types of review and the cost for the
reviews should be included in the company/project budget.
2.2.2

Management of changes to company/project scope

Unplanned change does not have to be unmanaged. In this section identify the
process that will be used to manage changes to the company/project scope and how
this will be reflected in the company/project business planning. It is also important to
identify who is responsible for signing off on these changes. Dealing with such issues
within the scope of a company/project involves:
•
•
•

•
•

Anticipating and planning for possible changes through risk analysis contingency
plans;
Keeping track of emerging or unanticipated issues through issues management
procedures;
Bringing issues which could have a major impact on the nature or substance of
the company/project to the notice of the company/project steering committee so
it can re-evaluate the company/project or make adjustments;
Using an iterative process of change within the scope of a company or single
project.
Reflecting changes of company/project scope in Business Plan iterations.

2.2.3

Role of Quality Consultants

Quality Consultants can be brought in to provide advice in relation to review of the
company/project’s structure, processes and progress. Depending on their area of
expertise, a Quality Consultant’s role may include providing independent feedback to
the company or steering committee on issues such as:
•
•
•

•

Legal issues related to the review of contractual documentation;
Auditors who report on the company/project’s compliance with internal and
external audit requirements;
Quality reviews conducted of the company/project, for example with respect to
management of the company/project and quality management methodologies
and processes that are being used; or
Whether stakeholders’ interests are being appropriately represented and
managed.

2.3

Information management

2.3.1

Document management

What review and acceptance procedures will apply in the management of the
Business Plan and or other core company/project documents? How will version
control be managed? Will ‘controlled’ copies of accepted versions be issued (eg
Copy 1 is issued to the Project Sponsor)?

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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3

Output Quality Control

Quality control for <the company/project name> will be achieved by defining the
relevant quality criteria for the outputs, or what characteristics make them ‘fit for
purpose’.

3.1

Output quality criteria

Quality planning includes defining the output quality criteria and standards that will be
used to determine their acceptability and ‘fitness for purpose’. This should reflect an
appropriate level of quality in the context of the company/project risk and target
market. And take into account the balance between time and cost. Remember that
there is no point a delivering a Mercedes when a pushbike would do the job.
In this section, define who or what groups will be involved in specification of the
output quality criteria and how ‘fitness for purpose’ will be determined. Confirmation
of ‘fitness for purpose’ criteria requires meaningful and measurable goals which can
assist in the quantification of company/project target outcomes.
Relevant methodologies, standards and guidelines may assist in determining output
quality criteria. These usually contain technical specifications or other precise criteria
to be used consistently as rules, guidelines or definitions of characteristics, to ensure
that any materials, products, processes and services required for output development
are fit for their purpose. For example:
•
•
•

Specific policies and guidelines relating to Government requirements
Output development methodologies such as IT
Standards, such as ISO and construction industry standards.

‘Fitness for purpose’ is also determined by the needs, expectations, requirements
and ‘critical success factors’ of key stakeholders such as:
•

•
•

•
•

Business Owner(s) – It is essential that the future Business Owner has early
input into the output quality assurance processes that will assist with ensuring
the outputs are fit for purpose before delivery. The Business Owner(s) may be
required to contribute resources to the company/project during their development
in order to ensure that the outputs are being developed satisfactorily. This
involvement is continuous from the early conceptual stages through to reviewing
and/or testing the completed products. Such involvement will ensure the
Business Owner takes ‘ownership’ of the outputs early in their development and
has a vested interest in long-term maintenance.
Advisory Groups (ie forums of experts) to provide advice or technical expertise in
relation to output development and quality assurance
Reference Group(s) – provide forums to achieve consensus among groups of
stakeholders, which may include assessing the fitness for purpose of particular
outputs.
Working Group(s) – consist of small specialist work groups, each dedicated to
producing a well-defined output within a specific timeframe.
Consultants – to provide specialist expertise/advice in relation to the
development of specific outputs.

For example, the criteria are determined by an Advisory Group/Working Group and
informed by the technical expertise of a consultant; the criteria are then ratified by the
Business Owner and endorsed by the steering committee.
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Fitness-for-purpose criteria must be developed and documented for each output.
They may be documented as business requirements, functional, technical or design
specifications, or more simply as an appendix to the Quality Plan.

3.2

Output review procedures

In this section, define how and when the outputs will be tested and reviewed and by
whom. What is the role of the Business Owner? This section should include a
description of the approach to:
•

•

Output testing and review: Usually it is assumed testing only applies to IT
systems but it is also relevant to other outputs that require testing to ensure they
meet specified functional requirements. It is also necessary to formalise the
output change management procedures that will be used to document problem
reporting and rectification.
Progressive audits or appraisals to be conducted throughout the activity
period/project: These reviews are undertaken progressively, as quality cannot be
built in at the end of an activity period/project. These reviews should be identified
and included in the schedule, and may include the use of a Probity Auditor, or
other external consultants with the relevant ‘technical’ experience, to provide
advice or perform a review of outputs or their components.

3.2.1

Role of Output or Technical Quality Consultants

In this section, detail the role of any Output Quality Consultants in relation to the
review of the quality of outputs being produced within a company/project in a
technical field (eg law, IT, construction). Depending on their area of expertise, an
Output Quality Consultant’s role may include providing independent and formal
feedback on issues such as:
•
•

The technological aspects of the activity/project (information technology
specialists)
Company/project compliance with internal and external audit requirements.

The form of this advice, frequency (or specific dates) and to whom this advice will be
provided should also be specified here.
3.2.2

Output change control

It is important to manage changes to the technical aspects of outputs as they are
identified, either to rectify a problem or where an improvement is required. In this
section, detail the process that will be used for changes to be approved and acted
on. Any changes to output specifications should be controlled through a change
process that provides:
•
•
•
•

A structured process for facilitating the introduction of the change
An assessment of the impact of the proposed chanted
A method of authorising change
An audit trail of changes

The Change Control Process for <the company/project name> will involve:
•
All change requests should be recorded and monitored. A sample template for a
change request/rectification log can be found at Appendix A.
© VET (WA) Ministerial Corporation 2010
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3.3

Output acceptance procedures

It is essential that output acceptance by the Business Owner is appropriately defined
and documented. Output acceptance also includes acceptance of related ongoing
management responsibilities and accountabilities. In this section, define:
•
•

What processes the Business Owner(s) will apply to conduct final review and
acceptance of the outputs based on the agreed criteria;
How the sign-off by the Business Owner that they have accepted the output(s)
and related ongoing management responsibilities and accountabilities is to be
documented (eg via an exchange of emails, steering committee minutes or by
formal agreement captured in appropriate documentation such as a Handover
Plan or as part of the Outcome Realisation Plan).

Confirmation of Output Acceptance is also required for formal activity/project closure.
Once the Business Owner’s formal acceptance of the outputs is confirmed, the
outputs can then be endorsed by the steering committee, which must be clearly
documented in the steering committee minutes.
It is essential that the Business Owner is intimately involved in this process and takes
ownership once the output has been delivered, as they are responsible for ensuring
the outputs are appropriately utilised and the outcomes of the activity/project
realised.
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4

Appendices

Appendices may include:
•
•
•
•
•

Change request/rectification log
Forms and templates developed by the company/project to provide consistent
documentation (eg change requests, review templates)
Additional information provided to support the summary content within the
Business Plan (eg Quality Management statement from the Business Plan).
Relevant operational documents (eg existing quality control procedures)
Fitness-for-purpose criteria for individual outputs.

© VET (WA) Ministerial Corporation 2010
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Appendix A: Change Request/Rectification Log
Date

Output

© VET (WA) Ministerial Corporation 2010
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Request

Impact

Responsible
officer

Authorisation
date

Completion
date

Comments
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Document 18

Record of conversation
Date:
Place:
Meeting

Telephone conversation

Discussion

Topic discussed:
People involved in the conversation were:
Name

Main points
of conversation

Company

Position

Action required

Contact details

By whom

By when

Signature: _______________________________________ Date: ______________
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Document 19

Risk Register
Project Name:
Project Manager:

Summary
ID

Page 1 of 1

Date
raised

Raised
by

Description
Received
by

Description of risk

Description of impact

Preventative actions
Likelihood
rating

Impact
rating

Priority
rating

Preventative
actions

Action
officer

Action date

Monitoring effectiveness
How will the action be monitored?

By whom

When
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Document 20

Non-conformance report
Contract title:
Contract no:

NCR No:

Description of non-conformance:

Procedure/Document No:

Test certificate ref:

Proposed rectification of non-conformance

Signed QM:
Client approval
Details:

Signed client’s representative:

Date:
Required

Not required

Date:

Completion of rectification
Completion date:
Test certificate reference:
Comments:

Work accepted: QM

Date:

Preventative action taken
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Document 21

Assessment of a tender document
Description
1.

State the name and
nature of the project.

Information to be sourced from
the tender document
Name:

Nature of project:

2.

State the principal’s
name and contacts
details.

Principal:

Contact details:

3.

Show name of any
consultant, architect or
project manager
involved.

Architect:
Consultants:

Project manager:
4.

Show location of
proposed project,
anticipated value,
anticipated start date
and duration.

Page 1 of 9
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Description

Information to be sourced from
the tender document
Anticipated value:

Anticipated start date:

Duration:

5.

Summarise likelihood
of the project
proceeding.

Reasoning:

6.

Outline significant
issues of concern to
the principal, eg quality
assurance, safety,
industrial relations,
price and contract
duration.

Quality assurance:

© VET (WA) Ministerial Corporation 2010
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Description

Information to be sourced from
the tender document

Quality control:

Occupational health and safety:
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Description

Information to be sourced from
the tender document

Industrial relations:

Price:
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Description

Information to be sourced from
the tender document
Duration of contract:

7.

Have all contract
documentation relevant
to the project.

What are the required documents and their order of
priority?
1.
2.
3.

8.

Refer to, and provide
Acts and Regulations:
extracts from,
applicable codes,
standards and statutory
requirements impacting
on building costs.

Codes:

Standards:
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Tender document assembly and
conditions of tender checklist
Project description: _____________________________________________________________________
Principal: _____________________________________________________________________________
Location: _____________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Primary consultant: _____________________________________________________________________
Telephone:_________________ Facsimile:________________ Email: _______________________
Address: ________________________________________________________________________
Tender enquiries to: ____________________________________________________________________
Telephone:_________________ Facsimile:________________ Email: _______________________
Address: ________________________________________________________________________
Use the symbols  or N/A (not applicable) or N/S (not stated) where required for a response.

INFORMATION FOR TENDERS:
Consultant team:
Structural: _____________________________________
Civil: _________________________________________
Hydraulics: ____________________________________
Mechanical: ___________________________________
Electrical: _____________________________________
Communication: ________________________________
Fire: __________________________________________

Interior: _______________________________________
Quantity surveyor: _______________________________
Building surveyor: _______________________________
Acoustic: ______________________________________
Environmental: _________________________________
Specialist (other): _______________________________
Security: ______________________________________

Contract document type:
 Design and construct: type ____________________
 Lump sum: type ____________________________
 Cost plus: type _____________________________
 Australian Standard: type _____________________

Comment:
______________________________________________
______________________________________________
______________________________________________

Tenders:

Tender documents:

Preference will be given to:________________________

Deposit required:
 yes
 no
Fee aligned for further copies $ _____________

______________________________________________
______________________________________________

© VET (WA) Ministerial Corporation 2010
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Alternative proposals:

Site visit:

Alternatives considered:
 yes
 no

 by appointment
 anytime
Contact person: _________________________________
______________________________________________

Construction schedule (time):
 statement of working days from start to finish of the
contract; or
 charting document, eg pert chart

CONTRACT INFORMATION:
Type of security:

Payment of certificates/release of security:
_______________________ calendar days

 cash retention percentage of contract price
$_______________

If nothing stated __________ calendar days

If nothing stated ___________%
 bank guarantor
 other (state) _________________________________
Percentage of contract price for unconditional guarantees
$________
If nothing stated ___________%
Insurances:
 Contract works

value $______________________ if nothing stated $______________________
excess $______________________ if nothing stated $______________________

 Public liability

value $__________________

excess $______________________

 Liability against injury, illness, disease or death (workers’ compensation, employers’ liability)
value $______________________ if nothing stated $______________________
excess $______________________ if nothing stated $______________________
 Other (state) ___________________________

value $______________________

Responsibility:
 Principal
 Contractor
If not stated the ________________________
Professional fees:

Miscellaneous site costs:

 Architect percentage of contract price ___________ %

Demolition/removal of debris percentage of contract price
_______%

If nothing stated _____________% of contract price
 Consultants (other) percentage of contract price
___________ %

If nothing stated _____________% of contract price

If nothing stated _____________% of contract price
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Contractor costs:
Overheads and profit percentage stated ____________%

Adjustment of time costs:
 Nil
 Sum per working day (+GST) $___________________
Additional comments _____________________________
______________________________________________
Percentage of difference:
Added to the contract price _____________________%
If nothing stated _____________%
Allowance for disruptive weather conditions:
_________________ working days
Other allowances for delay, having regard to the
nature of the contract and the works, which do not
entitle adjustment of time costs:
 Nil
 Allowance working days
Additional comments _____________________________
______________________________________________

Date of practical completion:

Rate of liquidated damages:

 Provided date ________________________________

$________________ per calendar day, inc. GST

 Not provided

Defects liability period:

Commissioning tests for practical completion:

 Stated ________ months

 Plumbing/drainage

 Electrical

Date for submitting progress claim:

 Air conditioning

 Communications cabling

_____________ of the month
If nothing stated _____________ of the month

Interest rates on overdue amounts:

Governing law:

_____________%

______________________________

If nothing stated _____________ % per annum

If nothing stated the _______________
or ___________________ where the site is located

ORDER OF PRECEDENCE OF CONTRACT DOCUMENTS:
 Contract
 Specification
 Drawings

© VET (WA) Ministerial Corporation 2010
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CONDITIONS OF TENDERING:
Tender form:

Tender documents:

Refer document _________________ tender form

 ABIC SW-1 2002 Simple works contract
 Tender form  Tender and pre-contract information
 Specification  Drawings –  Site plan  Floor plan
 Elevations  Sections  Details  Floor finishes plan
 Electrical plan  Room layouts  Door/window schedule
 Structural

 Civil

 Hydraulic  Mechanical

 Geo technical report
 Schedules
 List of pre-qualified specialist subcontractors
 Bill of quantities

 Warranties period list

 Other specify _________________________________
Tenderer to inform himself/subcontractors:
 Examined the tender documents.
 Condition of site and surroundings.

Discrepancies, errors and omissions in tender
documents:
Advise architect in writing within __________ days before
the date and closing of tenders.

 Other information made available.
 Examined information relevant to risks, contingencies
and other circumstances.
 Examined information relevant to provisional sums,
prime cost sums and contingency sums.
 Satisfied of the correctness and sufficiency of the
tender.
 Tender covers the cost of complying with the
obligations of the tender documentation.
 Advised suppliers/subcontractors of the requirements
of the preliminary and trade sections.
 Advised suppliers/subcontractors that the contract is
lump sum not subject to rise and fall.
Submission of Tender:

Lodgement of tender:

 Tender submitted on the tender form provided.

 Tender lodged in a sealed envelope, marked with
name of project and delivered by hand or sent by
prepaid post to the architect’s office by the closing
date of ______________________________

 Address included for service of notices for tender and
subsequent contact.
 Tender form signed with company seal.
 Tender covers all work described in the tender
documents.
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Document 22

Report: Evaluating the tender risks
To: <Insert building company address>
Project: <Insert project name>
Client: <Insert client name>
Location: <Insert client address>
Architect: <Insert architect’s name>

Report prepared by:
____________________________________

Page 1 of 23
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Overview and contents
The purpose of this Report is to provide a review of the information gathered and
analysed from the tendering and pre-contract information and specification for:
<Insert project name>
The compiled report presents information for the Operations Director to determine
whether the company should accept the invitation to tender and proceed with the
preparation of a tender submission.
The report documents the following:
•
•
•
•
•
•
•
•
•
•

review of the invitation to tender
inspection of the tender documents
examination of the conditions of contract
examination of existing construction and estimated workload
deciding on whether to tender
completion of an ‘Enquiry Record Form’ and submission of a response to the
invitation
preparing a draft tender preparation program
developing a tender strategy
technical, commercial and contractual analyses of the tender documents
analysis of the potential contract for risk.
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Review of the invitation to tender
The invitation to tender was sent by formal letter by the architect and our company
received the invitation on the ____________________.
Notify the people involved in the tender:

 Supply a copy of the invitation.
Meeting planned for ____________________ at ________ am/pm
Please read the invitation (attached).
The objectives of the meeting are to:

 examine the written document
 discuss the points raised in the invitation
 discuss whether the organisation wants to proceed with a tender for the work
 determine the next action requirement.
The tendering and pre-contract information and specification has been prepared by
the:
Architect: <insert architect’s name>
Company: <insert company name>
Our company has tendered and worked on other projects involving <insert company
name> before and the history of the relationship is detailed below:
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
We have replied to the architect on the ____________________________and
received the tendering and pre-contract information and specification and dated and
stamped the documentation on the___________________________.
Are there any pre-tender briefing meetings scheduled?:

 yes
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(Copy of extracts from invitation to tender)

Project: <insert project name>
Client: <insert client name>
Location: <insert client address>
Request for tender (RFT) for: <insert project name>
Reference number: <insert reference number>
Issue date: <insert date>
Place for lodgement: <insert address>
Tenderers are advised to register at the architect’s office in order to receive any
further information such as amendments, addenda, and further conditions that may
apply to this RFT.
Document Structure

The Tenderer’s Response (Part D) must be completed in the format specified and
submitted in a sealed envelope marked with the name of the project, by hand or
Part A – Invitation to Bid documentation
sent by pre paid post, to the architect’s office.

Document structure
Part A – Invitation to bid documentation
Part A – Invitation to tender documentation
Part B – Bid rules
Part C – Contract terms and conditions
Part D – Response

© VET (WA) Ministerial Corporation 2010
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Contents
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1.
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2.
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4.

Contact person ...................................................................................................... 6

5.

Pre-tender meeting/Site visits ................................................................................ 7

6.
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7.

Clarification ........................................................................................................... 7
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PART A
Request for TENDER
You are invited to tender for the construction of <insert project name> to the <insert
client name> in accordance with the Instructions.

1. DOCUMENT STRUCTURE
Part A – Invitation
This part contains:
•
•
•
•

invitation – a brief background and general information concerning the invitationto-tender process (‘the process’)
Statement of requirements – sets out the project requirements
agency-specific special amendments to tender rules
agency-specific special amendments to contract terms and conditions.

Part B – Tender rules
This part sets out the procedures for submitting a tender.

Part C – Contract terms and conditions
This part contains the contract requirements, including a draft copy of the indicative
terms of any contract that may ultimately be entered into for the project requirements.

Part D – Response
This part contains the response documents that have been identified on the front
cover. It is a mandatory requirement of participation that all required response
documents are completed.
The response templates are attached to this invitation document.

2. BACKGROUND
(Insert a statement about the principal, background information, a description of the
project requirements, the objectives of the project and any other relevant
information.)

3. INFORMATION/SCOPE
The following information is provided for your assistance:
(insert information)

4. CONTACT PERSON
The only person authorised by the principal to communicate with you is the Contact
Person. Therefore, you cannot rely on communications with any other person. Any
communication with the Contact Person should be in writing and addressed to the
Contact Person.
© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Page 6 of 23

Newton Baga Building Site File

Section 3: Forms and templates

The Contact Person is (insert name and title)
telephone/email).

of (insert address,

Please nominate your contact person for your tender at the time of submitting the
tender.

5. PRE-TENDER MEETING/site visits
You are required to have a representative attend a pre-tender meeting to be held onsite on (insert date and time).

6. FORMAT OF TENDER, content and submission of bids
You are requested to prepare your tender as stated in the tender rules in addition to
the following:
•
•
•
•
•

Submit only on the tender form provided.
Include an address for service of notices for the purpose of the tender and
subsequent contact.
Sign the tender form or if the tenderer is a corporation or company, sign the
tender with the company seal.
The tender is to cover all of the work described in the tender documents.
Do not alter or add to tender documents except as required by these general
conditions of tendering.

7. CLARIFICATION
If there are parts of the document you do not understand, you should contact the
nominated Contact Officer detailed in the tender document prior to the ‘last queries’
date.
The ‘last queries date’ is (insert date)

8. TENDER SUBMISSION
The tender closing time is (insert date)

at (insert time)

The tender should be prominently endorsed with the nominated tender number and
the nominated closing date, enclosed in a sealed envelope prominently marked
‘Tender for (insert description of tender)’ and posted or delivered to the tender
submission delivery address by the required closing time.

All tender responses must:
Be sent in a sealed envelope or package by registered post or delivered by hand to:
The architect’s office (provide address)
All electronic copies must be virus-checked before electronic lodgment.
Where a tender response is received via electronic lodgment, each response to a
tender will be regarded as full and complete. If a tenderer needs to modify any part of
a group of documents that constitutes a tender response, then the whole tender must
be re-submitted.
Tenderers planning to lodge their tender electronically are encouraged to do so at
least two hours before the tender closing time.
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9. EVALUATION PROCESS
Tenders will be evaluated for full compliance with any mandatory requirements
identified in the Statement of Requirement and/or specifications.
Tenderers are reminded that any requirements identified as mandatory are
considered to be of fundamental importance to the satisfactory delivery of the goods
and/or service and a fully compliant response is required.

9.1 Evaluation criteria
Tenders will be evaluated against the following general criteria:
•
•
•

•
•

overall level of compliance with the Statement of Requirement and/or
specifications
overall level of compliance with the draft Contract Agreement
business capability and capacity – which could include viability, prior
performance, staff resources, commercial management, commercial terms, risk
management and company quality systems
provision of supporting information to enable the above criteria to be assessed –
by completion of every section of the tender response
a value-for-money determination.

and/or
A list of specific criteria – the following list is not extensive but is indicative in
providing examples what may be considered:
•
•
•
•
•
•

demonstrated ability to provide the goods or services
methodology or project management experience
proposed personnel or capability of staff
ability to manage risk
pricing; and
compliance with stated contract conditions.

9.2 Tender shortlist process
The principal reserves the right to short-list a limited number of tenderers, based on
its initial value-for-money assessment, and continue detailed evaluation of this
smaller group of tenderers to the exclusion of all others.

9.3 Secondary evaluation process
There are occasions when a secondary evaluation process is required. This may
occur as a part of the original plan or be necessary to differentiate between shortlisted submissions.
A secondary process may include, but not be limited to:
•
•
•
•
•

presentation of the intended project/methodology
clarification of particular aspects of the submission
additional information on some aspect of the tender
responses to additional requirements; and/or
negotiations on personnel, project delivery, milestones and price.

Short-listed suppliers will be notified of the secondary process.
© VET (WA) Ministerial Corporation 2010
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COMPLETE IN FULL AND LODGE WITH ARCHITECT
I/We ________________________________________________ (tenderer’s name)
Licence no. ____________________________ Registration no. ________________
of ____________________________________________________________
(address)
hereby tender(s) to perform the work for (owner name):
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
in accordance with the following documents and specifications:
(add extra pages if needed)
ARCHITECT’S DRAWINGS – ___________________________________________
STRUCTURAL DRAWING – ____________________________________________
TENDERING AND PRE-CONTRACT INFORMATION and SPECIFICATION – _____
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
For the lump sum of:
___________________________________________________________________
________________________________________________________ including GST
(Lump sum contract not subject to rise and fall)
Schedule of working days. The number of working days required from the date of the
letter of acceptance complete the work is estimated at
_________________________________ working days.
Signed by ______________________________________________ (company
directors)
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Date this ___________________ (day) ______________________ (month) 20____
COMPANY SEAL
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Inspection of the tender documents
It is noted that lodgement of tenders must be to the architect by
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
with tenders closing at _______________________________ .
This would allow for ___________________ weeks to prepare and submit the tender
if the company proceeds.
The tender documentation is made up the following:
1. ___________________________
2. ___________________________
3. ___________________________
The contract is a ______________________________________________, with the
type of contract selected being the ______________________________________ .
We have used this contract type before and found that it is _____________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
My initial evaluation of the tender documents is that they ______________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
How the tender will be evaluated?:
________________________________________
___________________________________________________________________
___________________________________________________________________
What method will be used?:  scoring system

 elimination system

Are there any inconsistencies or is the invitation confusing?  yes
© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Examination of the conditions of contract
There are __________ items of Conditions of Contract determined by the architect,
which will form part of the main contract.
Although the majority of conditions reflect the intention of the main contract, there are
some conditions that need to be considered as part of a risk assessment – these
being:
Item _____ description
___________________________________________________
Item _____ description
___________________________________________________
Item _____ description
___________________________________________________
Item _____ description
___________________________________________________
Item _____ description
___________________________________________________
Item _____ description
___________________________________________________
There are special conditions of contract:

 yes

 no

These are:
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
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Examination of existing construction and estimated
workload
The company’s existing workload at this stage consists of the following projects at
the stage of construction shown.
Project

Project description

© VET (WA) Ministerial Corporation 2010
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Deciding on whether to tender
The following questions are to be answered:
1.

Is sufficient time allowed for the proper preparation of an estimate and
subsequent tender?

The tender documentation allows __________ weeks to complete the tender
submission.
This is enough time:  yes

 no

2.

What are the standard conditions of contract?
Refer to Annexure ________

3.

Have the standard conditions of contract been altered in any way which may
vary the risk?

 yes  no
Refer to ______________ analysis.
4.

Are all the drawings and all the pages of the specification and the BOQ and
other documents included?

 yes  no __________________________________ not part of tender
documentation.

5.

6.

Are the operating conditions defined clearly, or will further information be needed
on such matters as:
a)

commencement and completion dates  yes  no

b)

stages and timing of work  yes  no

c)

access to site  yes  no

d)

restrictions on hours during which work may be executed  yes  no

e)

dangerous or unpleasant conditions?  yes  no

What is the value and extent of the project and what is the company’s own
contribution likely to be?
______________________________________________________________
______________________________________________________________
______________________________________________________________

7.

Is the design well developed?  yes  no
Have the documents been prepared hastily?  yes  no

8.

Have bills of quantities been produced in accordance with the Australian
Standard Method of Measurement of Building Works?  yes  no

9.

What method has been used?
______________________________________________________________
______________________________________________________________

Page 13 of 23

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Newton Baga Building Site File
Section 3: Forms and templates

10. If bills of quantities have not been prepared as a tender document, has
consideration been given to the time required to complete the estimate?

 yes  no
11. What is the workload in the office in relation to the time required to prepare
 medium
 high
quantities?  low
12. If quantities have to be taken off, are the drawings and specifications adequate?

 yes  no
13. Is there sufficient detail given to take off the quantities?  yes  no

Completion of an enquiry record form:
PROJECT TITLE/DESCRIPTION:
Documents received

Close of tenders ______________ am/pm

Approximate value

Date /

Date

$

/

/

/

ENQUIRY DETAILS:
Location:

Client:

Type:

Consulting engineers:

Architect:

BRIEF DESCRIPTION OF WORK INVOLVED:

VALUE OF PC & PROVISIONAL SUMS INCLUDED:
Nominated subcontractors

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Nominated suppliers

Page 14 of 23

Provisional sums

Contingencies

Newton Baga Building Site File

Section 3: Forms and templates

CONTRACT:
Form of contract:
Onerous conditions/alterations to standard form:

PARTICULARS OF CONTRACT INFORMATION:
Defects liability period:

Professional fees:

Possession date:

Completion date:

Liquidated damages:

Provisional delay period:
working days

Early completion
bonus:

Progress claim
frequency:

Time allowed for
payments:

Specified security type:

% Retention fund limit:

% Unconditional
guarantee:

Final certificate issue
period:

Overdue payments
interest rate

%

PC sums for which contractor may tender:
Estimator’s comments:

Written offer/
Tender forms

}

delete if N/A

No. of tenders (if known)
Decision: Accept/Decline
Signed:

Carry out a detailed examination of the tender documents
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Prepare a draft program of work to prepare the tender
document
PRE-TENDER PROGRAM
CONTRACT:

CLIENT:

CONTRACTOR:

DATE:
ARCHITECT:

PREPARED BY:
TENDER
STAGE

Person
responsible

WEEK 1
M

Tu

W

WEEK 2

Th

F

M

Tu

Receive
documents &
study
Site visit &
report
Construction
program
Method
statement
Select subcontractors
s/c
Select
suppliers
Requests for
s/c quotes
Requests for
supplier
quotes
Receive
quotes
Compile
estimate
Preliminaries
Tender
report
Adjudication
of tender
Tender
submission

© VET (WA) Ministerial Corporation 2010
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WEEK 3
Th

F

M

Tu

W

Th

WEEK 4
F

M

Tu

W

Th

F
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Develop a tender strategy:
Strategy main
points

Strategy considerations

Conduct a
meeting

Prepare an agenda

Analysis of
competitors

Who are we competing
against?

Strategy implementation
Discuss:
•
•
•
•
•
• eg decision to tender

What are our prospects of
winning?
Key performance
indicators

Level of service in regards
to project management
Do they require any
special services?
What are their greatest
needs or problems?
Involvement/relationship
with client
Use of
communication/technology
Conflict

Our performance

What service can we
offer?
What makes our
service/people special?
How will our company
benefit from this?
How can we demonstrate
this?
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Strategy main
points

Strategy considerations

Project
requirements

Have we identified the
project’s perceived needs
and expectations?

Analysis of the
tender documents

Technical issues
Commercial issues
Contractual issues

Analysis of the
potential contract

Review the contract for
risk

Project team

Determine the people
whom the organisation
wishes to use
Determine a professional
structure
Determine how decisions
will be made
Determine the decision
makers

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Page 18 of 23

Strategy implementation

Newton Baga Building Site File

Section 3: Forms and templates

Technical analysis of the tender documentation
Item

Description

Response

Tender response
schedules

Have tender response schedules been
provided?

 yes

 no

Numbering format
used in the tender
document

Has a set format for responding been
specified?

 yes

 no

Response to
tender

Is it in a simple format?

 yes

 no

Specified
requirements

Has a checklist been prepared?

 yes

 no

Tender information

Has all the information requested been
provided?

 yes

 no

Meet selection
criteria

Does the tender clearly demonstrate the
ability to fulfill all mandatory criteria?

 yes

 no

Price and cost
schedules

Has the costing for all items been completed
and followed GST requirements?

 yes

 no

Conditions of
contract

Has an explanation been provided where the
tender has exceeded or only partially
complied with the conditions of contract?

 yes

 no

Referees

Are any referees required?

 yes

 no

Quality assurance

Are any supporting documents required – and  yes
are they attached?

 no

Alternative tender

Can an alternative proposal be considered?

 yes

 no

Amendments

Have there been any tender amendments
issued and have these been addressed?

 yes

 no

Value for money

Is the tender competitive?

 yes

 no
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Commercial analysis of the tender documentation
Item
Tender
sustainability

Core business
alignment

Tender capture

Clarity of
opportunity

Market conditions

Expertise/track
record

Description

Response

Is the tender affordable?

 yes

 no

What is the opportunity to tender cost?

 yes

 no

Why does the company want to win the
opportunity?

 yes

 no

How well does it fit in with the company’s
core business?

 yes

 no

What is actually known about the client?

 yes

 no

How well is the company regarded and what
level is the rapport?

 yes

 no

How well understood are the client’s
requirements?

 yes

 no

How clear are the client’s objectives?

 yes

 no

How many competitors are likely to tender on
the opportunity?

 yes

 no

What is the company’s market status?

 yes

 no

Can the company deliver? Does it have the
expertise to deliver?

 yes

 no

Does the company have the right experience
for the project?

 yes

 no
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Contractual analysis of the tender documentation
Item
Selected building
contract

Description

Response

Is the selected building contract type known?

 yes

 no

Contract type:

Is the introduction provided?

 yes

 no

Are the schedules completed?

 yes

 no

Are there special conditions required for the
contract?

 yes

 no

Specifications

Have the specifications been amended, if
necessary, to reflect addenda issued during
the tender period?

 yes

 no

Drawings

Have the drawings been amended, if
necessary, to reflect addenda issued during
the tender period?

 yes

 no

Schedule 3

Have any other documents in Schedule 3
been amended, if necessary, to reflect
addenda issued during the tender period?

 yes

 no

Order of
precedence

Does the contract clearly state the
recommended order of precedence?

 yes

 no

Special conditions
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Analysis of the potential contract for risk
Risk

Likely consequence

Variations in price
and foreign
exchange

cost overruns

Failure of either
party to fulfill the
conditions of the
contract

contract disputes
failure to satisfy needs
delays in delivery
downtime
legal action

Inadequately
administrating the
contract

cost increases
failure of contract
full benefits not achieved
delivery of unsatisfactory
product
contract disputes

Unauthorised
increase in scope
of works

unanticipated cost increases
contract disputes

Loss or damage to
goods in transit

delays in delivery
downtime
liability disputes

Fraud

misuse of resources
legal action

Key personal not
available

progress on project
disrupted
less expertise
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Submission of response to the invitation to tender
Date:
To:

Architect: <insert architect name>
Company: <insert company name>

From: <insert your company name and address>

Dear Sir,
Project: <insert project name>
Client: <insert client name and address>
Re: Response to the invitation to tender_________________________________
Upon receiving the invitation to tender and the tendering and pre-contract information,
Newton Baga Building Company has decided to ______________________________
to carry out the prescribed works as detailed in the tendering and pre-contract
information and the provided specifications and drawings.
(Delete if not applicable)
The tender will be submitted on the Document Tender Form, in a sealed envelope
marked with the name of the project, to the architect’s office by the close of
tendering, being ___________________.
Any queries or additional tendering information are to be referred to:
<insert your name>
Yours faithfully,
___________________________________, Managing Director
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Document 23

Alternative proposal as a tender
strategy
The principal may, at its sole discretion, consider and accept an alternative proposal
provided that the alternative tender accompanies:
•
•

a conforming or complying tender
a non-conforming or non-complying tender.

If a tenderer desires to make proposals which it considers would result in cost
reduction or other advantages to the principal but which would not constitute a
conforming or complying tender, it may submit one or more alternative tenders
embodying these proposals.
Any such tender must be marked _______________________________________________ and
must be accompanied by:
•
•

a statement of non-conformance
a statement of conformance.

If a tenderer submits a tender which is classified by the principal as an alternative
tender, the principal may:
•
•
•

decline to consider the tender any further
accept the tender
request that the tenderer provide further information in relation to the alternative
tender.

The further information which might be requested by the principal may without
limitation:
•
•

include a certificate
include a warranty.
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This should be provided by a body or person nominated by the
__________________________ to the effect that:
•
•

technical aspects
performance benefits

{ which will be delivered to the principal.

are –
•
•

no less appropriate or beneficial
less appropriate or beneficial

{ than those derived through a conforming tender.

If the principal requests further information and the tenderer does not provide it the
principal may;
•
•

agree
decline

{ to consider the tender any further.

Does the principal seek an alternative proposal for this project?:

 yes
 no
This is detailed under
_____________________________________________________
Item ___________ and states:
______________________________________________
___________________________________________________________________
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Validate the tender estimate
The tender estimate is validated to ensure direct and indirect job costs are accounted
for.

Direct job costs (DJC)
To determine the direct cost of the activity, resources such as plant, labour and
materials are allocated for the scheduled quantity of work in accordance with their
capacity to meet project, availability, production rate and unit cost requirements. The
sum of activity direct costs gives the direct job costs (DJC) of the project.
Cost category
Direct job costs

Components
Labour

Sub-components

 gross wages and salaries
 award allowances (for example,
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construction worker allowance,
construction camp allowance, overtime
loading, annual leave loading, site-specific
allowances and severance allowance)
superannuation
training
workcover
payroll tax
personal protective equipment
labour administration support costs

Plant

 plant hire rate for contractor’s plant and

Materials

 permanent material incorporated in the

Subcontract

 components of the work (permanent or

plant supplied externally on a ‘dry-hire’
basis (that is, exclusive of fuels, oils,
expendables, ground-engaging tools and
operator)
 fuels, oils, consumables and groundengaging tools of plant items
 transport of plant items
final works
 temporary materials not incorporated in
the final works (for example, traffic
barriers, sheet piling, formwork, silt fences
and setting-out pegs)
temporary) subcontracted by the head
contractor and including subcontractors’
indirect job costs and off-site costs
 subcontract plant hired on a ‘wet-hire’
basis (for example, plant including fuels
and oils, expendables, ground-engaging
tools and operator)
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Indirect job costs
Indirect job costs include the allowances that contractors require to manage a
project, and cover their risk, corporate overheads and margins.
Estimates prepared by this company must show specific line items for each of the
indirect cost categories. Options include:
•
•

separate schedule item for indirect costs
indirect costs distributed through the schedule activities, either as a uniform
percentage mark-up on direct job costs or allocated to specific activities.

Contractors preparing detailed estimates for tenders normally adopt the basic cost
method. It is the most accurate estimating method – but relies on a high level of
scope definition for best results.
Cost category

Components

Sub-components

On-site indirect
job cost
Overheads
(recurring)

Project management

 project architect
 project manager
 project engineers

Works management









supervisors
administration officer
systems officer
quality control officer
quantity surveyor
OHS representative

site staff vehicles
job truck (general purpose)
pumps and generators
floating plant and loose tools

Insurance & permits









Travel

 travel costs not included in wages and

Site facilities

office rentals (for example,
accommodation, facsimile,
photocopier, computer hardware and
software)
 service utility charges (for example,
telephone, power, water and
sewerage)
 site facilities
 cleaning charges (for example, office
cleaning, septic pumping and refuse
disposal)

Plant & equipment

Consumables

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

stationery
miscellaneous materials
state and local government permit
fees, insurances required by the
contractor, bank guarantees and
financial charges
salaries
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Cost category
On-site site
establishment
Overheads
indirect job
costs (fixed)

Page 5 of 19

Components

Sub-components

Site establishment

 transport and erection of site facilities

Mobilisation

 mobilisation, site offices and amenities
for contractor, client’s team and, in
some cases, subcontractors

© VET (WA) Ministerial Corporation 2010
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Establish the liabilities under the contract
Liability
identified

Liability defined
by the contract

Liability control

Risk before
practical
completion

Clause D1
Take out and maintain
Sub-clauses D1.1, insurance.
D1.2, D1.3, D1.4

Indemnity before
practical
completion

Clause
Sub-clauses

Risk after
practical
completion

Clause
Sub-clauses

Indemnify after
practical
completion

Clause
Sub-clause

Reinstatement
during period
when contractor
bears the risk

Clause
Sub-clause

Defects liability
period

Clause
Sub-clauses

Contractor’s
obligations during
and after defects
liability period

Clause
Sub-clause

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Responsibility
Contractor

Newton Baga Building Site File

Section 3: Forms and templates

Minimising estimated costs

Check calculations – not necessarily in detail, but run a check on the bulk
quantities.
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Qualifications to tenders
Application declaration
In submitting this application, the contractor is deemed to have made the following
declaration:
I/We hereby:
1.

Apply to the architect for registration as an approved contractor for building
construction service contracts.

2.

Declare that the particulars in all the documentation are true and correct in every
detail.

3.

Confirm that none of the proprietors, directors, trustees, managers or their
spouses is, or has ever been, bankrupt or a director, manager or secretary of a
company that is being, or has been, wound up (whether voluntarily or otherwise)
and that the business is not trading under –
•
•
•
•

an arrangement and/or restructuring; or
receiver and manager; or
official management; or
an arrangement with creditors without sequestration.

4.

Undertake to comply with, and ensure that all employees, subcontractors and
agents comply with, the provisions of the Workplace Health and Safety Act 1996
and all other Acts, Regulations, local laws and bylaws and codes of practice
which are in any way applicable to the performance of the contractor’s services.

5.

Undertake to advise the <contract authority> of any changes to the information
contained in this application during the pre-qualification period, should prequalification be granted in any category.

6.

Undertake to provide details of any adverse change affecting the financial
position described in this application and/or supplied by the company accountant
as soon as practicable after the change in circumstances becomes known.

Signed _________________________________________ Date _______________
Name (print) _________________________________________________________
Position in company __________________________________________________
(Only a person duly authorised to sign for and on behalf of the company shall sign
this statement.)

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Review of the project requirements and tender details
Tender assessment review
Task

Comments

Responsibility

Date

Documents received
from architect on –
date:
Check documents &
plans against list of
documents in
specifications or to be
included in the
tender.
Contact information –
• name of contact
• telephone
• fax
• postal address
• email.
Tender timetable
established.
Dates required for:
• quotes to be
received from
subcontractors
• lodgement of
tender
• duration of
works.
Estimation
commenced.
Resource
requirements
identified.
Works by builder:
• materials
• labour
• plant.
Subcontractors:
• list of tendering
subcontractors
prepared
• subcontractors
contacted
Page 9 of 19
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Task
•

Comments

documents
copied &
forwarded to
subcontractors
for quotation.

Tender documents
reviewed for
company information,
insurance, OHS etc.
Tender documents
drafted & originals
prepared.
Tender envelope
prepared.
Industrial relations
issues that may arise
on work site
identified.
WorkSafe issues that
may arise on work
site identified.
Check up on
quotations received
from subcontractors.
Follow up on
subcontractors
quotations missing
by –
date: _________________
Complete list of
subcontractors
tendering – arranged
by trades.
Other builders likely
to tender identified.
Any conflicts with
other works identified
and plan developed
to resolve.
Client contact
nominated.
Contact with
proposed client
made.
© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Responsibility

Date

Newton Baga Building Site File

Section 3: Forms and templates

Task

Comments

Responsibility

Date

Client’s concerns
identified and
addressed:
• record
• analyse
• respond.
Check costings for
accuracy.

Submit tender:
 hand deliver
 by fax
 by post.
Ring to confirm
receipt of tender at
tender office.

 date: _____________ time: ________
 date: _____________ time: ________
 date: _____________ time: ________
Alternative fax: ______________________
Confirm acceptance time: __________
Spoken to: ___________________________

Page 11 of 19
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Analysis of risks associated with the project
Level of risk
High

Medium

Type of risk

Description of risk

Low

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Completion risk

the risk that the project will not
be completed – or will be
completed sufficiently late to
affect its viability for the
company

Construction cost
risk

the risk that the project budget
will be exceeded

Environmental risk

the risk that the project will be
sensitive to environmental
factors and/or environmental
conditions of approval

Industrial relations
risk

the risk that the project will be
affected by industrial relations
concerns

Technological risk

the risk that the project will be
sensitive to the application of
new technologies

Operational risk

the risk that the facility will not
operate within the design
specification

Market risk

the risk that sufficient cash flow
will not be generated by the
completed facility

Political risk

the risk that a change in
government or in taxation
legislation will affect the return
on the investment

Page 12 of 19

Newton Baga Building Site File

Section 3: Forms and templates

Examination of pre-tender construction program
Contractor’s name:
PROJECT TITLE AND REF NUMBER

Program prepared by:
REF

TRADE

1

SITE PREPARATION

2

DEMOLITION

3

CONCRETE WORKS

4

STRUCTURAL
STEEL

5

LIGHT STEEL
FRAMING

6

TIMBER
CONSTRUCTION

7

BLOCK
CONSTRUCTION

8

ROOFING

9

DOORS AND
WINDOWS

10

CLADDING AND
LININGS

11

SUSPENDED
CEILINGS

12

PLASTERING

13

JOINERY AND
FIXTURES

14

FINISHES

15

PAINTING

16

PLUMBING AND
DRAINAGE

17

ELECTRICAL
INSTALLATIONS

18

MECHANICAL
INSTALLATIONS

19

EXTERNAL WORKS

20

FINAL CLEAN

Page 13 of 19

START
DATE

FINISH
DATE

W1

W2

W3

W4

W5

W6

W7

W8

W9

W10

W11

W12

W13

W14

W15

W16

W17

W18

W19

W20

W21

W22

W23

W24

W25

W26

W27

W28

W29

© VET (WA) Ministerial Corporation 2010
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W30
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Contractor’s name:
PROJECT TITLE AND REF NUMBER

Program prepared by:
REF

TRADE

1

SITE PREPARATION

2

DEMOLITION

3

CONCRETE WORKS

4

STRUCTURAL
STEEL

5

LIGHT STEEL
FRAMING

6

TIMBER
CONSTRUCTION

7

BLOCK
CONSTRUCTION

8

ROOFING

9

DOORS AND
WINDOWS

10

CLADDING AND
LININGS

11

SUSPENDED
CEILINGS

12

PLASTERING

13

JOINERY AND
FIXTURES

14

FINISHES

15

PAINTING

16

PLUMBING AND
DRAINAGE

17

ELECTRICAL
INSTALLATIONS

18

MECHANICAL
INSTALLATIONS

19

EXTERNAL WORKS

20

FINAL CLEAN

START
DATE

FINISH
DATE

© VET (WA) Ministerial Corporationt 2010
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W1

W2

W3

W4
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W5

W6

W7

W8

W9

W10

W11

W12

W13

W14

W15

W16

W17

W18

W19

W20

W21

W22

W23

W24

W25

W26

W27

W28

W29

W30
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Examination/determination of project mark-up
Off-site indirect job costs
Off-site indirect costs are often referred to as off-site overheads.
Cost
category

Components

Sub-components

Off-site
indirect job
costs,
corporate
overheads
(recurring)

Business unit
costs

 local area costs associated with the

Corporate
costs

 costs associated with strategy and policy

management of operations, finance, human
resources and business systems

development, business development, finance,
human resources, business systems, technical
advice and contract advice

Off-site
allowances
(fixed)

Contingencies  an amount to cover the costs of unforeseen
factors related to the delivery of the project
and risk
objectives which are not provided for elsewhere
allowances
in the total job costs

Margin

Profit margin

Page 15 of 19

 provision for profit – often applied as a

percentage of the total job costs (direct job cost
plus on-site overheads)
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Production of a formal tender offer document
COMPLETE IN FULL AND LODGE WITH ARCHITECT
I/We ___________________________________________________ (tenderer’s
name)
Licence no. ____________________________ Registration no. ________________
of _________________________________________________________ (address)
hereby tender(s) to perform the work for (owner name):
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
in accordance with the following documents and specifications:
(add extra pages if needed)
ARCHITECT’S DRAWINGS – ___________________________________________
STRUCTURAL DRAWING – ____________________________________________
TENDERING AND PRE-CONTRACT INFORMATION and SPECIFICATION ______
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
For the lump sum of:
___________________________________________________________________
________________________________________________________including GST
(Lump sum contract not subject to rise and fall)
Schedule of working days. The number of working days required from the date of the
Letter of acceptance complete the work is estimated at
_________________________________ working days.
Signed by ______________________________________________ (company
directors)
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Date this ___________________ (day) _______________________ (month) 20____
COMPANY SEAL

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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The covering letter
Produce a covering letter to go with the tender form.

Page 17 of 19
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Tender submission
Item

Description

A

B

C

D

E

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Follow-up on tenders
What type of feedback would you seek form the principal regarding both a successful
and non-successful tender?
Feedback points

Page 19 of 19

Feedback comments
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Document 24

Procedure register
ID
number

Page 1 of 1

Procedure name

Version
number

Issued by

Review date
dd/mm/yyyy

© VET (WA) Ministerial Corporation 2010
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Document 25

Journal
Activity:
Subject:
Date:
Describe

Interpret

Evaluate

Plan

Page 1 of 2
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Drawings or
documents

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Page 2 of 2

Newton Baga Building Site File
Section 3: Forms and templates

Document 26 a)

Set-up costs
Business establishment
Registrations and licenses
Insurance premiums
Workers' compensation
Legal and professional fees
- Solicitor
- Accountant
Trade association/membership fees
Branding, eg logo, name

Premises
Remodelling, fixtures, counters
Public utilities
Stationery and office supplies
Rent and security deposit

Plant and equipment
Equipment
Vehicles
Telephones
Computers and software
Signs

Opening/starting expenses
Advertising
Inventory, raw material, parts
Recruitment costs
Public relations
Uniforms
Printing
Website

TOTAL

Page 1 of 1

$0.00
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Document 26 b)

Profit and loss forecast
January
Revenue
Sales
Less cost of goods sold
TOTAL (Gross profit)
Expenses
Accounting services
Advertising
Cleaning
Depreciation
Electricity and gas
Entertainment
Equipment hire/lease
Insurance
Interest, bank fees
Motor vehicle expenses
Office supplies
Payroll
Postage, telephone and fax
Printing
Property lease
Stationery
Repairs and maintenance
Security
Solicitor fees
Strata fees
Sundries
Superannuation
Training
Transport/courier costs
Workers compensation
TOTAL (Expenses)
Monthly net profit/loss
Gross margin
Net margin

Page 1 of 1

February

March

April

May

June

July

August

September

October

November

December

Totals

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
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Document 26 c)

Cash flow forecast
January
Opening cash balance (c/fwd)

February

March

April

May

June

July

August

September

October

November

December

Totals

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Receipts
Cash sales

$0.00

Collections from accounts receivable

$0.00

Grants and sponsorships

$0.00

Interest
Other sources

$0.00
$0.00

Total receipts

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Payments
Cleaning

$0.00

Donations

$0.00

Electricity, water and gas

$0.00

Fees/licenses

$0.00

Insurance

$0.00

Interest

$0.00

Professional fees

$0.00

Rent

$0.00

Superannuation

$0.00

Taxes

$0.00

Telephone

$0.00

Wages and salaries

$0.00
$0.00

Other expenses

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Total payments

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Net cash flow

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Closing cash balance
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Document 26 d)

Balance sheet forecast
as at December 2010

Assets

Liabilities

Current assets
Cash at bank
Cash in hand
Debtors
Investments
Prepaid expenses
Stock

Current liabilities
Credit card debt
Creditors/suppliers
Interest payable
Overdraft
Payroll accrual
Tax liability

Fixed assets
Equipment
Furniture and fixtures
Land
Machinery
Motor vehicles
Premises

Long-term liabilities
Loan/s

Total assets

Page 1 of 1

$0.00

Total liabilities
NET ASSETS
OWNER'S EQUITY

$0.00
$0.00
$0.00
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Document 26 e)

Break-even analysis
Average month's fixed running costs

$0.00

Average selling price of unit
Average cost of unit

$0.00
$0.00
$0.00

Gross profit margin

BREAK-EVEN POINT (number of units to sell)

Page 1 of 1
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Document 27

Risk control adjustment template
Trade

Hazard

Recommended control/s

Factors that may cause
the control to fail

Actions needed

1.
2.
3.
1.
2.
3.
1.
2.
3.

Page 1 of 1
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Document 28

Inspection test plan
Inspection/test plan for the process/procedure: <insert name>
Issued:
Date:
Client:
Responsibility

Sequence of activities

Specification/
reference

Acceptance
criteria

Test
method

Inspection
Client

NBB

Procedure checked and reviewed
Name

Position

Signature

Date

Name

Position

Signature

Date

Procedure approved

© VET (WA) Ministerial Corporation
2010 Version 1, 2010

Test
frequency

Comments

Records –
documents
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Document 29

Labour and materials schedule
Project:
Location:

Client:
Address:

Project summary
Cost

Trade Section
1.

Siteworks

$

-

2.

Concretework

$

-

3.

Brickwork

$

-

4.

Metalwork

$

-

5.

Carpentry

$

-

6.

Joinery

$

-

7.

Cabinetwork

$

-

8.

Roofing

$

-

9.

Roof Plumbing

$

-

10. Solid Plastering

$

-

11. Sheet Plastering

$

-

12. Wall & Floor Tiling

$

-

13. Glasswork

$

-

14. Paintwork

$

-

15. Plumbing & Gas Services

$

-

16. Electrical Services

$

-

$

-

Net cost estimate – Excluding G.S.T

Version 1, 2010
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Quantities – Pricing schedule
Section:

Sub section

SITEWORKS

Sub contract (materials
and labour)

Item Description

Unit

Qty

Rate

Cost

excl GST

Provisional sum

1

engineer certificate

2

termite treatment: spraying

3

OR: Termi-mesh®

4

penetrations

5

cut and fill

Item

$

m2
m

$

-

$

-

No

$

-

item

$

-

SITEWORKS $

SUB-TOTAL
CONCRETE

Materials

Labour

1

concrete in footings

m3

$

-

2

concrete in ground slab

m3

$

-

3
4

trench mesh to footings

length

$

-

fabric mesh to ground slab

sheet

$

-

5

polyethene sheeting – 4 m wide

m

$

-

6

bar chairs

No

$

-

7

delivery: reinforcement, plastic, bar
chairs
labour to set out ,excavate and place
concrete in footings
labour to form up, prepare and place
concrete in ground slab

item

$

-

m3

$

-

m3

$

-

2

m

$

-

m2

$

-

CONCRETEWORK $

8
9

Sub contract (materials
and labour)

10
11

curing of concrete slab
setout, form, pour and finish concrete to
carport, verandah, driveway and
crossover

SUB-TOTAL
BRICKWORK

-

Materials

1

face bricks 230 x 110 x 76 mm

thou

$

-

Check PC amounts

2

common bricks 305 x 90 x 162 mm

thou

$

-

stated in specification

3

longreach bricks 305 x 90 x 76 mm

thou

$

-

4

solid Sill-face brick

thou

$

-

5

deliver brick – face and commons

thou

$

-

6

sand

$

-

Labour
Sub contract (materials
and labour)
Scaffold

7

cement 40 kg

m3
bag

$

-

8

lime 20 kg

bag

$

-

9

damp proof course additive

4 litre

$

-

10

wire ties in bundles of 100

bundle

$

-

11

straps – tie down

No

$

-

12

flashings

6 m roll

$

-

13

delivery – sundry items

item

$

-

14

lay facings

thou

$

-

15

lay commons

thou

$

-

16

thou

$

-

17

materials and labour to clean face
brickwork
scaffold kit hire

18

delivery of kit

19

pick up kit

$

-

$

-

$

-

BRICKWORK $

-

item

SUB-TOTAL

Version 1, 2010

item
item
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METALWORK Materials
– Door frames

– Lintels

1
2

aluminium window and sliding door
frames – lump sum quote
620 LH (standard or W.C)

No

$

-

3

620 RH (standard or W.C)

No

$

-

4

520 LH

No

$

-

5

520 RH

No

$

-

6

720 LH

No

$

-

7

720 RH

No

$

-

8

820 LH

No

$

-

9

820 RH

No

$

-

10

Other _________________

No

$

-

11

90 x 90 x 6 mm angle

m

$

-

12

90 x 90 x 8 mm angle

m

$

-

13

100 x 100 x 6 mm angle

m

$

-

14

100 x 100 x 8 mm angle

m

$

-

15

150 x 90 x 8 mm angle

m

$

-

16

meterbox

No

$

-

17

delivery

item

$

-

METALWORK $

1
2

wall plates – 90 x 35 mm
ceiling joists – 90 x 35 mm

m

$

-

m

$

-

3

hanging beams – 170 x 35 mm

m

$

-

4

hanging beams – 190 x 45 mm

m

$

-

5

hanging straps

No

$

-

6

rafters – 120 x 35 mm

m

$

-

7

rafters – ____ x ____ mm

m

$

-

8

hips – 170 x 35 mm

m

$

-

9

valleys – 170 x 35 mm

m

$

-

10

valley boards 150 x 25 mm

m

$

-

11

ridge – 200 x 25 mm

m

$

-

12

underpurlins – 100 x 75 mm

m

$

-

13

collar tie – 120 x 35 mm

m

$

-

14

struts – 75 x 75 mm

m

$

-

15

eaves trimmer 70 x 35 mm

m

$

-

16

eaves struts 40 x 19 mm

m

$

-

17

beams: ______ x ______ mm

m

$

-

18

posts – _____ x _____ mm

m

$

-

19

steel beams – 150UB14

m

$

-

20

Other _________________

item

$

-

SUB-TOTAL
CARPENTRY

Materials – ceiling
framing

– roof framing

– verandah,

m
No

-

$

-

carport

21
22

2400 x 750 mm
1800 x 900 mm

No

$

-

and gables

23

2400 x 900 mm

No

$

-

24

2400 x 1200 mm

No

$

-

25

2700 x 900 mm

No

$

-

26

2700 x 1200 mm

No

$

-

27

3000 x 900 mm

No

$

-

28

3000 x 1200 mm

No

$

-

29

jointing strip – 3 m

lengths

$

-

30

barge

m

$

-

31

fascia – metal

m

$

-

32

fascia corner – external

No

$

-

33

fascia corner – internal

No

$

-

34

fascia – joining sleeves

No

$

-

35

Other _________________

$

-

36

bolts

No

$

-

37

brackets

No

$

-

38

delivery

item

$

-

39

labour to erect roof framing

m2

$

-

40

labour to erect roof lining

m2

$

-

CARPENTRY $

-

– mouldings

– sundries

Labour

SUB-TOTAL

Version 1, 2010

-

$

2

square metre rate

Linings – eaves

$

Page 3 of 6

JOINERY

Materials –
doors/windows
– internal doors

– mouldings

– shelving

– hardware

Labour – including
fixing accessories

1
2

timber frame – size/type single standard
frame
external door – size/type. Allow PC $300

No

$

-

3

520 mm

No

$

-

4

620 mm

No

$

-

5

720 mm

No

$

-

6

820 mm

No

$

-

7

skirting 67 x 25 mm MDF

m

$

-

8

nosing 140 x 25 mm MDF

m

$

-

9

capping ____ x 25 mm MDF

m

$

-

10

scotia 28 x 28 mm MDF

m

$

-

11

trim 18 x 18 mm MDF

m

$

-

12

balustrade and handrail

m

$

-

13

framing 42 x 19 mm MDF

m

$

-

14

lining 450 mm wide melamine

m

$

-

15

hanging rail

m

$

-

16

end/centre pillar

No

$

-

17

hinges

No

$

-

18

external door furniture (PC $200)

No

$

-

19

passage sets

No

$

-

20

privacy sets

No

$

-

21

dummy sets

No

$

-

22

door buffers

No

$

-

23

weather seal

No

$

-

24

toilet roll holder

No

$

-

25

towel rail

No

$

-

26

delivery

item

$

-

27
28

external door
internal door

No

$

-

No

$

-

29

skirtings

m

$

-

30

nosing and scotia

m

$

-

31

capping and scotia

m

$

-

32

trim

m

$

-

No

$

-

33

door hardware/latchsets

No

$

-

34

door buffers

No

$

-

35

weather seal

No

$

-

36

shelving – 450 mm wide

m

$

-

37

shelf framing 40 x 19 mm MDF

m

$

-

38

toilet paper holder

No

$

-

39

towel rail

No

$

-

JOINERY $

-

$

-

SUB-TOTAL
CABINET
WORKS

Sub contract (materials
and labour)

1

kitchen benches

m

2

laundry benches

m

$

3

vanity bench

No

$

-

CABINETWORK $

-

SUB-TOTAL
ROOFING

Subcontract

1

roof tiles including battens
m2

(materials and labour)

enter area here

item

SUB-TOTAL
ROOF
PLUMBING

Sub contract (materials
and labour)

Sub contract (materials
and labour)

-

gutters: type/size ___________

m

$

-

2

valley gutters

m

$

-

3

downpipes: type/size ________

m

$

-

4

flashings

m

$

-

ROOF PLUMBING $

-

$

-

1

float and set to walls

m2

2

corner beads

No

$

-

3

sand

m3

$

-

SOLID PLASTERING $

-

SUB-TOTAL

Version 1, 2010

-

1

SUB-TOTAL
SOLID
PLASTER

$0.00 $

ROOFING $
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SHEET
PLASTER

Sub contract (materials
and labour)

1

plasterboard ceilings including standard
cornice

m2

$

-

2

extra for non-standard cornices

m

$

-

SHEET PLASTERING $

SUB-TOTAL
TILING

Materials

Labour/preparation work

1

wall tiles: PC $40/m2

m2

$

-

2

m2
No

$

-

3

floor tiles: $40/m2
soap holder

$

-

4

division strips

m

$

-

5

delivery

item

6

8

labour to lay wall tiles including supply of
adhesive, grout etc.
labour to lay floor tiles including supply of
adhesive, grout etc.
floor screed

9

waterproofing

10

brick build up – bath

11

brick build up – shower hob

7

SUB-TOTAL
GLASS WORK Sub contract (materials
and labour)

$

-

2

m

$

-

m2

$

-

2

m

$

-

m2
no

$

-

$

-

no

$

-

WALL & FLOOR TILING $

-

m2

$

-

2

-

1
2

glazing to timber frames
mirrors

3

curtain rod

m
No

$
$

-

4

shower screen – fixed panel

No

$

-

5

shower screen – sliding panel

No

$

-

6

shower screen – pivotting door

No

$

-

GLASSWORK $

-

1

m

$

-

2

External metalwork:
gutters/fascia
flashings/valley gutter

m

$

-

3

downpipes

m

$

-

4
5

external timber – door and frame

No

$

-

rafters/beams

m

$

-

6

post

m

$

-

7

external other – wall linings

m2

$

-

8

ceilings/eaves linings

m2

$

-

9

interior – walls – solid plaster

m2

$

-

10

ceilings – sheet plaster

$

-

11

metalwork – door frames

m2
m

$

-

SUB-TOTAL
PAINTWORK

Sub contract (materials
and labour)

12

timber – doors

No

$

-

13

– skirtings

m

$

-

14

– nosing and scotia

m

$

-

15

– capping and scotia

m

$

-

16

– other trim

m

$

-

PAINTWORK $

-

SUB-TOTAL
PLUMBING &
GAS
SERVICES

Sub contract (materials
and labour)

Materials (Sanitary
fixtures)

1

soil, waste, vent pipes and hot and cold
water supply incl. connections to mains,
fixtures and appliances and

item

$

-

2

gas services pipework

item

$

-

3

gas points – internal

No

$

-

4

WC and cistern

No

$

-

5

vanity basin

No

$

-

6

wall basin

No

$

-

7

bath

No

$

-

8

kitchen sink

No

$

-

9

laundry trough

No

$

-

10

tapsets

No

$

-

11

delivery

item

$

-

standpipes

No

$

-

Materials – Appliances

12

oven (PC – $1000)

No

$

-

Check amounts

13

hot plates (PC $850)

No

$

-

stated in specification

14

hot water unit (PC $1,500)

No

$

-

15

delivery

No

$

-

$

-

SUB-TOTAL

Version 1, 2010

PLUMBING & GAS
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ELECTRICAL
SERVICES

Sub contract (materials
and labour)

1

mains supply and connection to
appliances and service points including:

2

switchboard

3

underground power

4

item

$

-

No

$

-

m or item

$

-

single power point

No

$

-

5

double power point

No

$

-

6

ext. power point

No

$

-

7

light point

No

$

-

8

light point – 2–way

No

$

-

9

exhaust fan

No

$

-

10

extra for points in suspended slab

No

$

-

11
12

No

$

-

Check amounts

wall oven (PC $1000)
hot plate (PC $850)

No

$

-

stated in specification

13

delivery

item

$

-

SUB-TOTAL ELECTRICAL SERVICES $

-

Materials – appliances

Version 1, 2010
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Document 30

Cost report
Cost report for:
Project:
Location:
Cost report No.:
Breakdown of contract amount
based on builders trade packages

WBS
Code

PR
0.001
0.002
0.003

DESCRIPTION

PRELIMINARIES
Initial
Duration
Termination
SUB-TOTAL

SW
SITEWORKS
0.001 Site preparation
0.002 External works
SUB-TOTAL
CR
0.001
0.002
0.003
0.004
0.005

CONCRETE
Supply
Labour
Reinf mesh
Reinf bars
Formwork
SUB-TOTAL

SS
STRUCTURAL STEEL
0.001 Supply
0.002 Labour
SUB-TOTAL
BK
0.001
0.002
0.003
0.004
0.005

Page 1 of 2

BRICKWORK
Supply
Labour
Mortar materials
Sundries
Cleaning
SUB-TOTAL

1
Amount used as
basis for tender
estimate

The original
Trade Package
contract value
(taken from TP
agreement)

HEAD CONTRACT
TENDERED
TP
AMOUNTS
A

0

0

0

0

0

The net value
of agreed Head
Contract
variations
affecting each
TP contract

TRADE PACKAGES (TP)
ORIGINAL
VARIATIONS
CONTRACT
to TP
Excl OH & P
Excl OH & P
E
F

0

0

0

0

0

0

0

0

0

0

Other cost
adjustments to
each TP which
are not covered
by agreed
variations

The current
value of each
TP taking into
account all
variations and
change to date

OTHER
ADJUSTMENTS
TO T/P
G

ADJUSTED
TP
VALUES
H=E+F+G

This section is to monitor costs of construction
and amounts progressively paid to TP
contractors.
Amounts should be transferred from individual
trade package summary forms which should be
constantly updated to reflect current situation.

TOTAL
PAYMENT
to DATE
K=I+J

PAID AMOUNTS
PREVIOUS
CURRENT
TOTAL
PAYMENT
I
J

0

0
0
0
0

0
0
0
0

0

0
0
0

0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

0

0
0
0

0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

0

0
0
0
0

0

0
0
0

0

0
0
0
0
0
0

0

0
0
0

0

0
0
0
0
0
0

Estimate of the
value of work
remaining to
complete the TP
based on lasted
information and
progress

The expected
final value of this
section based on
current
information

ESTIMATE
TO
COMPLETE
L

PREDICTED
FINAL
COST
M = K+L

+ Amount
indicates surplus
– Amount
indicates
overbudget

VARIANCE:
FROM
ADJUSTED
TP VALUE
N=M-H

0

0
0
0
0

0
0
0
0

0

0
0
0

0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

0

0
0
0

0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

© Department of Training and Workforce Development 2010
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MW
0.001
0.002
0.003
0.004

JN
0.001
0.002
0.004

METALWORK
Aluminium windows
Lintels
Roof beams
Balustrade
SUB-TOTAL

0

JOINERY / HARDWARE
Doors
Mouldings
Sundries
SUB-TOTAL

0

CW
CABINETWORKS
0.001 Benches
0.002 Cupboards
SUB-TOTAL

0

RF
ROOFING
0.001 Roof plumbing
0.002 Roof covering
SUB-TOTAL
HD
0.001
0.002
0.003

FS
0.001
0.002
0.003
0.004
0.005

0

HYDRAULICS
Plumbing
Drainage
Fixtures
SUB-TOTAL

0

FINISHES
Solid plastering
Sheet plastering
Wall tiling
Floor tiling
Painting
SUB-TOTAL

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0
0
0
0
0

0
0
0
0
0

0

0
0
0
0
0

0

0
0
0
0

0
0
0
0

0

0
0
0

0
0
0

0

0
0
0

0
0
0

0

0
0
0
0

0
0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

0

0
0
0
0
0

0
0
0
0
0

0

0
0
0
0

0

0
0
0
0

0
0
0
0

0

0
0
0

0

0
0
0

0
0
0

0

0
0
0

0

0
0
0

0
0
0

0

0
0
0
0

0

0
0
0
0

0
0
0
0

0

0
0
0
0
0
0

0

0
0
0
0
0
0

0
0
0
0
0
0

0
0
0

0

0
0
0

0

0
0
0

0
0
0

SV
SERVICES
0.001 Mechanical
0.002 Electrical
SUB-TOTAL

0

0

0

0

0
0
0

TOTAL: ALL TRADE PACKAGES

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

10% ADD OH & P

included

PROJECT TOTAL

0

VARIATIONS
VN
0.001 Agreed and pending

0

VARIED CONTRACT AMOUNT
CONTINGENCIES:
Escalation and risk

Page 2 of 2

0
Included in Trade
Package amounts

0

Expenditure Against
Contingencies

0

Trade Package variance allocated to
contingency

0

0

CONTINGENCY REMAINING

0

PREDICTED PROJECT SURPLUS ( + )
OR DEFICIT ( – )

0
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Section 3: Forms and templates

Document 31

Cost estimates by trade
Trade

Cost estimate

Preliminaries
Earthworks/site works
Concrete:
1. floors
2. panels.
Structural steel and metalwork
Bricklayer
Carpentry
Cupboards and joinery
Roofer
Plumbing installation
Electrical installation
Plastering and ceilings
Floor and wall tiling
Glazing and mirrors
Painter
Mechanical services
Total for project

Page 1 of 1
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Section 4: Variance codes

Document 1

Section 4 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

Variance codes

Version 1, 2010

3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
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Section 4: Variance codes

Document 2

Variance codes
Code

Item

Description

00

Access

-

1

Stolen

•

Materials stolen from site.

•

Costs associated with repairs to
construction due to break-andenter.

2

Vandalism

•

Repair and material cost to
rectify damage by vandals or
other tradesperson.

3

Damage or faulty

•

Materials damaged or faulty
when arrived on site – therefore
exchange or credit to come.

•

Materials not up to standard –
therefore exchange or credit to
come.

•

Supplier incorrectly delivered
and credit to come on original
delivery.

4

Variation to contract

•

Only to be used if ‘variation to
order’ is completed and signed
by client.

5

Travelling

•

Extra delivery charges over
standard.

•

Extra charges on labour costs
for distance travelled.

•

Extra cost on materials for extra
distance travelled (mainly
concrete).

Page 1 of 3
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Section 4: Variance codes

Code
6

7

Item

Description

Price increase

Pre-start

•

Price of labour or materials
increased since date of orders.

•

Overcharged by supplier or
subcontractor – therefore credit
to come.

•

Original quote given incorrect.
(Price only – no additional work
required.)

•

Possible credit to come.

•

Change to different supplier
after orders printed – and cost
is greater.

•

Original materials ordered have
become unsuitable or
unavailable and an alternative
type of material is required with
extra cost involved.

•

Incorrect information
documented by pre-start.

•

Errors in final addenda (both
selections and typing).

8

Drafting-related

•

Must be approved by the
Drafting Manager.

9

Sales-related

•

Error by the sales consultant.

•

Must be approved by Sales
Manager.

•

For credit variations.

•

Back-charging to suppliers or
subcontractors.

10

Back charge

11

Preliminary budget
adjustment

•

Used only for shire, WAWA,
insurance, survey & engineering
report.

12

Administration

•

Must be approved by
Administration Manager.

13

Cancellation job cost
transfers

-

14

Courier

-

15

Estimating errors

•

© VET (WA) Ministerial Corporation 2010
Version 1, 2010
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Must be approved by
Administration Manager.

Newton Baga Building Site File

Section 4: Variance codes

Code

Item

Description

16

Scheduling

•

Recoverable item was costed
into the contract but not
scheduled.

17

Scheduling

•

Unrecoverable: incorrect
material ordered, extra costs
associated with reordering the
correct item(s).

18

Crossover/kerb repairs

-

19

Storm damage

-

20

Design

•

Variation arose from a design
fault.

•

Must be approved by Design
Manager.

21

Construction

•

Supervisor error.

22

Construction

•

Siteworks.

23

Construction

•

Trade-related.

24

Construction

•

Client-related.

25

Construction

•

Supplier-related.

26

Construction

•

Construction problem (CIR
required).
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Section 5: Supplier and subcontractor information

Document 1

Section 5 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

Materials/Suppliers list

Version 1, 2010

3

Subcontractor list

Version 1, 2010

4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
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Section 5: Supplier and subcontractor information

Document 2

Materials/Suppliers list
Company name
Madison Bricks

Concrete
Products

Page 1 of 4

Contact
person
Madison
Bloom

Jenny
Wright

Address

Phone

23 Normandy Rd
West Swan 2345

9444 5555

4 Malage St
Malaga 4576

9845 2387

Email
madison@bricks.com.au

jenny@concrete.com.au

Products

Cost per unit

Ordering instructions

sandstone
blocks

$4.50

Place order 2 weeks
before required.

red heritage
bricks

$0.95

Place order 4 weeks
before required.

concrete trench
mesh, footings,
pump formwork,
tilt-up panels,
dry and wet
concrete
products

$28 per cubic
metre

Place order 8 weeks
before required.
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Section 5: Supplier and subcontractor information

Company name

Contact
person

Address

Phone

Email

Products

Cost per unit

Ordering instructions

Handy-Ramps

Jim
Ventnor

87 High St
Greenfields 2634

9367 8993

jim@handyramps.com.au

Premier
manufacturer of
loading dock
equipment.
Custom
capacities and
sizes are
available for all
products.

POA

Place order 4 weeks
before required.

Sand and Gravel

Neil Pender

66 Wilaby Drive
Willeton 9537

9876 3976

info@sandgravel.com.au

all grades and
colours of sand,
gravel and
pebbles

average $25 per
cubic metre

Available immediately.
Place order for specialist
sands and custom
projects 8 weeks before.

Peak
Plasterboard

Tom
Watkins

26 Brewery Rd
Carmel 6789

9876 6234

tom@peakplaster.com.au

plasterboard,
glues and
sealants

average 16 mm
fire-rated
plasterboard
3600 x
1200 mm

Available immediately.
Place order 1 week
before for specialist
customised sizes.

Asphalt
Associates

Brian
Snooks

29 Emelda St
Yanchep 6032

9867 9033

info@asphalt.com.au

leading
suppliers of all
asphalt products

$75 per ton

Place order 2 weeks
before required.

Red Excavations

Peter Shaw

36 Gowen Rd
Landsdale 4598

9494 1662

red@redex.com.au

excavator hire to
civil and
professional
contractors

Labour-only
costs $220/hr

Place order 12 weeks
before site requirement.
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Section 5: Supplier and subcontractor information

Company name

Contact
person

Address

Phone

Email

Products

Cost per unit

Ordering instructions

The Stone
Maison

Ted Mulroy

8 Canning Drive
Cannington 4578

9874 2387

info@stonemais.com.au

Supply &
delivery of
natural stone.
First-class stone
from quarries in
Australia & a
standard range
of imported
natural stone
from China.

from $35 per
cubic metre

Place order 8 weeks
before required.

Mac Power Tools

Michael
Morefield

21 Bander Way
Mullaloo 6534

9762 5309

mike@macpower.com.au

sales & hire of
electrical power
tools & motors

average hire
from $300 per
week –
dependent on
size and type of
equipment

Place order 2 weeks
before required.

Tom's Tipper Hire

Thomas
Viney

16 Bettina Rd
Carramar 5467

9762 3499

tom@tipperhire.com.au

truck hire and
earthmoving,
bobcats
backhoes,
combinations,
excavators,
front-end
loaders

average hire
from $500 per
week –
dependent on
size and type of
equipment

Place order 4 weeks
before required.

Houghton
Hardwoods

Harry
Wellard

88 Symbol Rd
Malaga 4567

9812 3090

harry@harwoods.com.au

direct from the
sawmill –
flooring,
decking, posts &
beams,
structural
timbers, stair
treads

From $38/sq
metre

Place order 4 weeks
before required.
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Section 5: Supplier and subcontractor information

Company name

Contact
person

Address

Phone

Email

Products

Cost per unit

Ordering instructions

Steve's Crane
Truck Hire

Steve
Madden

39 Sylva Rd
Osborne Park
4378

9121 4723

steve@cranetruck.com.au

crane truck hire
– specialising in:
steel, timber,
roofing
reinforcing &
scaffolds

average hire
$1000/day –
dependent on
size and type of
equipment

Place order 8 weeks
before required.

Steel House

John Hope

62 Newing Way,
Balcatta 5690

9347 82144

info@steelhouse.com.au

steel house
frames & truss
manufacturer –
delivered Austwide

POA

Place order 12 weeks
before required.

Metal
Fabrications

John
Whitely

42 Maple Grove
Joondalup

9847 3402

admin@metalfab.com.au

fabrication,
engineering &
sheet metal
work in
aluminium,
stainless steel
and steel

POA

Place order 12 weeks
before required.

Garbage
Grinders

Bill Short

26 Leeway St
Armadale

9871 3987

bill@garbgrinders.com.au

skip bin hire,
rubbish removal
– builder's
loyalty deals
available.

average hire
from $300 per
week

Place order 1 week
before required.

Trend Portable
Buildings

Mary Dean

9 Seaview Rd
Wanneroo 6358

9231 4970

mary@trend.com.au

portable
buildings & site
offices

average from
$10 000
6m×3m

Place order 8 weeks
before required.

Commercial
Glass

Dianna
Gladwell

102 Granger St
Woodvale 6025

9627 5691

dianna@comglass.com.au

large-pane glass
and customised
glass, security
panelling

POA

Place order 12 weeks
before required.
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Document 3

Subcontractor list
Trade code
BL

Trade
Bricklayer

Company
DavBrick

Contact name
David Jesop

Address
13 Fern Lane
Malaga 6554

Phone

Mobile

08 9357 4290

040 777 3491

Email
davbrick@enett.org.au

Performance comments: DavBrick has three qualified bricklayers and four apprentices. Dave Jesop works on site with his staff. Work is
generally satisfactory and completed mostly on time. Problems with a couple of the bricklayers have now been rectified. Current rate: $800 per
1000 bricks.
Team availability 2010
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Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

George

Yes

No

Yes

Yes

Yes

Team 2

Bill

Yes

Yes

Yes

Yes

No

Team 3

Jack

Yes

No

No

Yes

No
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Trade code
CAR

Trade
Carpenter

Company
Woodcraft

Contact name
John White

Address
16 Fox Street
Kwinana 6763

Phone

Mobile

08 9667 4350

045 7712671

Email
woodcraft@carp.org.au

Performance comments: Woodcraft has four qualified roof carpenters and two cabinet makers. It also has six apprentices. John White is one of
the cabinet makers, spending most of his time working on his own jobs. Although he provides some supervision of his team, most work is not
directly supervised. The supervision issue is a risk factor. Current rates are $95 per hour for the roof carpenters, $110 per hour for cabinet
makers.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

John

Yes

Yes

No

No

Yes

Team 2

Graham

Yes

No

No

Yes

Yes

Team 3

Mary

No

Yes

Yes

No

No

Team 4

Ian

No

Yes

Yes

No

Yes

Trade
BL

Jan–Mar

Bricklayer

Company
Bob's Bricks

Contact name
Bob Smith

Address
34 Black Street
Balcatta 6531

Phone

Mobile

08 9444 3335

5543890678

Email
bob@bobbrick.edu.ng

Performance comments: Bob's Bricks has four qualified bricklayers and eight apprentices. Bob oversees all work done by his staff. Work is of
good quality and completed on time. Problems with cleaning up on site seem to have been rectified. Current rate: $950 per 1000 bricks.
Team availability 2010

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

John

Feb–Mar

No

No

No

Yes

Team 2

Jack

No

No

Yes

Yes

Yes

Team 3

Jim

No

No

No

Yes

Yes

Team 4

Jane

No

No

Yes

Yes

Yes
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Trade code
CAR

Trade
Carpenter

Company
The Fixers

Contact name
Ross Smith

Address
34 White Street
Joondalup 6542

Phone

Mobile

08 9444 3332

5543999678

Email
ross@thefixer.edu.ng

Performance comments: The Fixers has three qualified roof carpenters and one cabinet maker. It also has eight apprentices. Ross does some
supervision but most work is overseen by the qualified workers. Have had quality problems with David's work (use only as a last resort and site
supervisor has to be notified that close supervision is required). Current rates are $80 per hour for the roof carpenters, $100 per hour cabinet
maker. Note: Pay only $60 per hour for David to compensate for extra time for supervisor.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Don

Yes

No

No

No

Yes

Team 2

Dane

No

No

Yes

Yes

Yes

Team 3

David

Yes

Yes Apr–May

No

Yes

Yes

Team 4

Jane

No

No

Yes

Yes

Yes

Trade
CAB

Jan–Mar

Company

Cabinet maker Space Saver

Contact name
Alan Grimble

Address

Phone

6 Rochel Rd
Greenmount
6416

9457 3412

Mobile
043 5619 088

Email
alan@spacesaver.com.au

Performance comments: Space Saver supplies flat-pack and custom-made cabinets for major builders throughout Perth. The company
continues to provide innovative space-saving cabinet packages which are very competitive; however, due to the global financial crisis, it has seen
a significant decrease in its customer base. The team comprises 20 cabinet makers and 60 apprentices. Current rate: $220 per hour.
Team availability 2010
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Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Bobby

No

Yes

Yes

Yes

No

Team 2

Johno

Yes

No

No

Yes

Yes

Team 3

Annie

No

Yes

No

No

Yes

Team 4

Dave

Yes

Yes

No

Yes

No
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Trade code
CAB

Trade
Cabinet maker

Company
Woodtex

Contact name
John Oates

Address
4 Royston St
Atwell 6235

Phone

Mobile

08 9355 7621

048 345987

Email
john@woodtex.com.au

Performance comments: Over the last year, with the downturn in the market, business has been slow at Woodtex. John has had to make three
of his cabinet makers redundant and is now down to a small team of four cabinet makers and six apprentices. Woodtex, despite their current
situation, has a very good reputation in the industry. Current rate: $250 per hour.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Fred

Yes

Yes

Yes

Yes

Yes

Team 2

Tom

Yes

Yes

Yes

Yes

Yes

Trade
BL

Jan–Mar

Bricklayer

Company
Buildmore

Contact name
Gary Smith

Address
26 Tully Rd
Guildford 6472

Phone

Mobile

08 9679 4321

060 4597 581

Email
gary@buildmore.com.au

Performance comments: Buildmore has eight qualified bricklayers and 16 apprentices. Problems have occurred on site with the attitude of
some of Gary's apprentices. This continues to be a challenge for Gary and his team despite their supervision. Current rate: $750 per 1000 bricks.
Team availability 2010

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Teresa

No

Yes

No

No

Yes

Team 2

Neil

Yes

No

Yes

Yes

No

Team 3

Joseph

No

No

Yes

Yes

Yes

Team 4

Bill

Yes

Yes

No

Yes

No
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Trade code
CAR

Trade
Carpenter

Company
WoodTurn

Contact name
Steve Salter

Address
8 Flora Road
Fremantle 6753

Phone

Mobile

08 9555 7835

041 6579 209

Email
woodturn@snet.org.au

Performance comments: Steve Salter is an artisan craftsman specialising in fine 'turned' pieces. Steve has one apprentice whom he constantly
supervises. Steve's workmanship is considered to be of the highest quality and he is much sought after. Current rate: $175 per hour.
Team availability 2010
Team 1
Trade
CC

Concreter

Steve
Company
Conquest

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

No

Yes

Yes

Yes

No

Contact name
Julie Smith

Address
406 Queens Rd
Balcatta 6531

Phone

Mobile

08 9444 3333

060 921 6531

Email
Julie@conquest.com.au

Performance comments: Conquest is a premier concrete company with a long history of providing on-time site concrete–pour services
throughout Western Australia. The company employs a team of 100 people with various trade skills and a group of 20 apprentices. Current
labour–only rate: $150 per hour.
Team availability 2010
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Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Colin

Yes

Yes

No

Yes

No

Team 2

Matt

Yes

No

Yes

Yes

Yes

Team 3

Marty

No

Yes

No

Yes

No

Team 4

Andy

Yes

No

Yes

Yes

Yes

Team 5

Johnny

Yes

Yes

Yes

No

Yes
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Trade code
CC

Trade
Concreter

Company
Slabworx

Contact name
Brian Eddy

Address
6 Brony Drive
Sorrento 6631

Phone

Mobile

08 9433 7954

041 689 436

Email
brian@slabworx.com.au

Performance comments: Slabworx has 12 concrete pourers working in two teams. Slabworx does not employ apprentices. Slabworx has a high
turnover of staff, with average worker retention being about 6 months. Brian Eddy, the owner of the company, works across the sites as
supervisor. The company has been inspected by WorkSafe WA as a result of a formal complaint from a former client. Current labour–only rate is
$100 per hour.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Phil

Yes

No

No

No

Yes

Team 2

Gary

Yes

Yes

Yes

Yes

Yes

Trade
ELE

Jan–Mar

Electrician

Company
Zap

Contact name
John Edwards

Address
216 Shaw St
Armadale 6234

Phone

Mobile

08 9456 2356

0664 0886 83

Email
john@zap.com.au

Performance comments: Zap is a two-year-old company comprising a young vibrant team of five electricians committed to quality on-time
service for their customers. Despite being a fairly new company, Zap is gaining a good reputation for its service. Zap does not employ any
apprentices at this stage. Current rate: $200 per hour.
Team availability 2010

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Brian

Yes

Yes

Yes

Yes

Yes

Team 2

Andy

Yes

No

No

Yes

Yes
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Trade code
ELE

Trade
Electrician

Company
Sparkco

Contact name
Ian Rogers

Address
29 Patterson St
Kingsley 6297

Phone

Mobile

08 8960 2269

664 0880 841

Email
ian@sparko.com.au

Performance comments: Sparkco is a new player in the market, established only three months ago. No track record. Ian works by himself and
subcontracts as required. Current rate: $180 per hour.
Team availability 2010
Team 1
Trade
PLM

Plumber

Ian
Company
DownPipe

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Yes

Yes

Yes

Yes

Yes

Contact name
Walter Green

Address
16 Servaten Rd
Balga 6451

Phone

Mobile

08 9469 5209

065 139 4352

Email
downpipe@warp.com.au

Performance comments: DownPipe is a large supplier of plumbing services. Walter Green's team comprises 20 plumbers and 40 apprentices.
DownPipe has a great reputation in the industry for providing on-time quality service. Current rate: $200 per hour.
Team availability 2010
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Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Steve

No

Yes

Yes

Yes

No

Team 2

Mike

Yes

No

Yes

Yes

Yes

Team 3

Jillian

No

Yes

No

Yes

Yes

Team 4

Trevor

No

Yes

Yes

Yes

No

Team 5

Steve

Yes

Yes

No

Yes

No
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Trade code
ELE

Trade
Electrician

Company
Etrix

Contact name
Bill Simmons

Address
4 Talbot St
Manning 6152

Phone

Mobile

08 8936 4012

664 0880 841

Email
etrix@airnet.com.au

Performance comments: Etrix is a small company with six electricians and 10 apprentices. Long track history of providing great customer
service. Winner of the Small Business Enterprise Award for 2009. Current rate: $180 per hour.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Simon

Yes

Yes

Yes

Yes

Yes

Team 2

Derek

Yes

No

No

Yes

Yes

Team 3

Paul

No

Yes

Yes

No

Yes

Trade
PLM

Jan–Mar

Plumber

Company
Drain Quick

Contact name
Jo Withers

Address

Phone

Mobile

2 Segway Rd
08 9232 7601
Cannington 6124

040 912345

Email
jo@drainquick.com.au

Performance comments: Drain Quick is a small supplier of plumbing services and other ancillary services such as cleaning gutters and general
maintenance. The team comprises four plumbers and 10 apprentices. A few complaints have been received in the past alleging negative attitude
by Drain Quick's plumbers. Current rate: $200 per hour.
Team availability 2010

Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Jo

No

Yes

Yes

Yes

Yes

Team 2

Terry

Yes

No

Yes

Yes

Yes
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Trade code
SCF

Trade
Scaffolding

Company
Scaffsafe

Contact name
John Tyers

Address
407 Queens Rd
Balcatta 6531

Phone

Mobile

08 9444 3337

060 922 6531

Email
Julie@conquest.com.au

Performance comments: Scaffsafe is a major scaffolding company which have patented a unique scaffolding system that is highly
recommended by various safety agencies. Scaffsafe has a large labour force of 250 people working in five large teams throughout Western
Australia. Current labour only rate: $250 per hour.
Team availability 2010

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Gerald

Yes

Yes

Yes

Yes

No

Team 2

Phil

Yes

No

Yes

Yes

Yes

Team 3

Steve

No

Yes

No

Yes

No

Team 4

John

Yes

No

No

Yes

Yes

Team 5

Bob

Yes

Yes

Yes

No

Yes

Trade
SCF

Jan–Mar

Scaffolding

Company
SupportScaff

Contact name
John Woods

Address
26 Urban Rd
Sorrento 6631

Phone

Mobile

08 9612 4694

069 589 436

Email
john@supportscaff.com.au

Performance comments: SupportScaff is providing a low cost scaffolding service for small-to-medium-height buildings. Since the company
started five years ago, four serious accidents have occurred on its sites, with one accident resulting in a major injury. SupportScaff employs a
labour force of 50 people. Current labour-only rate is $150 per hour.
Team availability 2010
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Jan–Mar

Apr–Jun

Jul–Sep

Oct–Dec

Jan–Mar 2011

Team 1

Phil

Yes

No

No

No

Yes

Team 2

Gary

Yes

Yes

Yes

Yes

Yes
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Document 1

Section 6 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

Ceiling requirements

Version 1, 2010

3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
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Document 2

Ceiling requirements
Please note the following guidelines before starting ceiling installation.
•
•
•
•
•
•
•
•

All rough cover is to be completed and waterproof prior to ceiling installation.
Garages are to be kept clear of rubbish and excess materials to allow for delivery
of ceiling sheets and cornices.
Electrical wiring is to be kept off plates to bulkheads.
Ceiling joists are to be no further than 100 mm from walls.
Cross trimmers are to be at max 600 centres.
Cross trimmers are not to be fixed to hip or valley rafters.
Plates to bulkheads are to be level without visible deflection.
Manholes are to be framed to 600 x 560.

The following must be done – and ceiling solution supervisors will
check for this on completion of ceilings.
•
•
•
•
•
•
•

All internal and external mitres are to be cut, filled and sanded to a sharp finish.
All ceiling joins are to be flat and free of imperfections (eg air bubbles, ridges)
ready for painting.
Off-cuts and rubbish are to be placed on a rubbish pile at front or in a bin if
provided.
Cornice cement or topping compound that is stuck to slab is to be scrapped off.
The home is then to be swept out.
Ceilings are to be sanded within five days.
Left-over materials are to be removed from site within 10 days.

External corners are deemed unacceptable if:
•
•
•
•
•

they are not reinforced with a metal angle as required by AS/NZ 2589 in positions
where they are subject to damage, and/or:
the angle is not plumb or straight, and/or:
the total joint width is less than 250 mm either side of the corner, and/or:
the build-up at the metal angle exceeds 3.0 mm when measured using joint
gauge B, and/or:
the joint build-up is less than 3.0 mm when measured with joint gauge B – but
insufficient jointing cement has been applied to give a gentle taper to the metal
edge, and/or:
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•
•

the joint edges have not been sanded correctly and feathered into the
plasterboard face, ie the edges show as a line, and/or:
the joint edges have been over-sanded, scuffing the paper surface of the
plasterboard.

Internal corners are deemed unacceptable if:
•
•
•
•
•
•

the angle is not straight, and/or:
the total joint width is less than 75 mm either side of the corner, and/or:
the build-up of the joining cement at the corner exceeds 2.0 mm when measured
with joint gauge C, and/or:
gouges, scratches, voids or pockmarks are visible in the jointed sections, and/or:
the joint edges have not been sanded correctly and feathered into the
plasterboard face – ie the edges show as a line, and/or:
the joint edges have been over-sanded, scuffing the paper surface of the
plasterboard.
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Document 1

Section 7 documents
ID
number

Document name

Version number

1

Document list

Version 1, 2010

2

Instruction sheet: writing a report

Version 1, 2010

3

Developing a financial plan

Version 1, 2010

4

Useful websites

Version 1, 2010

5

Interview – sample

Version 1, 2010

6

Record of conversation – sample

Version 1, 2010

7

Photograph packs instructions

Version 1, 2010

8 and 9
(CD-ROM
only)

1. Documentation set for a large building
project
2. Condition report photographs:
a) Images for low-rise residential
b) Images for medium-rise commercial

Version 1, 2010

10

DIEP journal explanation

Version 1, 2010

11

DIEP journal example – student

Version 1, 2010

12

DIEP journal example – workplace

Version 1, 2010

13

Case study response form

Version 1, 2010

14

Agreement for Subcontract Works – MBA
sample document SCW 2006

Version 1, 2010

15

Agreement for Subcontract Works for a
Contract Term – MBA sample document TSC
2007

16

Small Home Building Works Contract – MBA
sample document SHBW 2008

17

Medium Works Contract 2005 – MBA sample
document MWC 2007

Version 1, 2010

18

HIA Lump Sum Building Contract – Part 1 of
Form 16G sample document

Version 1, 2010

19

HIA Notice to the Home Owner – Part 2 of
Form 16G sample document
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ID
number

Document name

Version number

20

HIA Schedule of Particulars – Part 3 of Form
16G sample document

21

HIA Lump Sum Building Contract – Form 8b
sample document

22

HIA Practical Completion Certificate sample
document

Version 1, 2010

23

HIA Job Quotation Form sample document

Version 1, 2010

24

HIA Site Inspection Report sample document

Version 1, 2010

25

HIA Progress Claim Certificate sample
document

Version 1, 2010

26

HIA Variation to Contract sample document

Version 1, 2010

27

HIA Cost Plus Contract – Form 13B sample
document

Version 1, 2010
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Document 2

Instruction sheet: writing a report
Introduction
Before writing a report, it is important to carefully plan its structure and content. The
following guidelines provide a range of suggestions for planning and preparing a
report.

Plan the report
Establishing the purpose
•

•

The purpose of the report should be clearly described in your introduction
statement. It can be based on practical work, a review of literature or an
industrial or business situation that you have studied.
Identify the objective and what you have to report on. A report should always be
written with the intention of achieving some objective.

Audience/reader
•

A report is generally written for a client – who can be within your organisation
(eg your supervisor) or a client outside the organisation.

Investigating existing knowledge
This may involve researching and speaking with key people who have knowledge
and an understanding of the facts relating to your report’s objectives or have
background knowledge about a particular subject area relevant to the report.

Obtaining new evidence
You may need to:
•
•

conduct further research to validate your report
speak informally with relevant people to elicit their views on the report’s topic.

Drawing conclusions and making recommendations
•
•

Having done the above activities, you should be thinking about drawing
conclusions and/or making recommendations.
You must consider what facts in your report will be most important for the client
to know.
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Prepare the report
Organising the information
•

•

In writing your report, it is important that you state clearly at the beginning what
the report is about. You should firstly communicate clearly the purpose and then
provide supporting details – eg ‘This report describes the key events and
outcomes of the ACME Project. The report also illustrates specific examples
of …’.
The information should be presented in a logical order. In describing events or
activities, this could mean detailing the key aspects of the beginning, mid-point
and finalisation of the activities. Importantly, the report should state any benefits
or challenges that you have observed or experienced on the way – and any
impact these have had on the objectives. The report should state the
conclusions clearly and, where appropriate, give the client enough information to
help him/her make decisions.

Establishing the tone/style
•
•
•

•

A report should be based on information which is presented as objectively as
possible. You should not let bias or preconceptions cloud your judgement.
If you are stating an opinion, make this clear. For example, you could say ‘In my
opinion ...’.
A good report will analyse and evaluate as well as describe. The ability to
respond to these requirements separates the good or excellent report from the
average.
A report is a reflection of you as a professional. Good reports reflect favourably
on the author. Strive for quality, precision and accuracy.

Deliver the report
Writing the report
•
•
•
•
•
•
•

Arrange the sections into their final logical order.
Draft the report, writing out key ideas from your plan in sentences.
Re-work your data to present it forcibly and clearly.
Make sure your discussion flows logically from the evidence.
Write the final copy, eliminating any repetition and recasting any
sentences/sections where meaning is unclear.
Read what you have written, preferably aloud. If anything is unclear to you, it will
be unclear to the reader.
Ensure you deliver your report on the due date.
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Document 3

Develop a financial plan
Overview
Newton Baga Building’s Strategic Plan 2010–2013 outlines the strategic direction
that the company is aiming to take over the next three years. The Financial Plan
determines whether or not the strategies outlined in the Strategic Plan and the
supporting Business Plan are viable. The Financial Plan, therefore, is a key
component in determining whether or not the Business Plan will be able to attract
investment in the business and, importantly, ensure solvency of the company. The
following information aims to help you to understand the financial environment of
Newton Baga Building and determine the necessary financial planning steps to
minimise financial risks.

Six-step process
The financial plan for the commercial arm of Newton Baga Building has been created
using a six-step process. Use this process to help you take a ‘big picture’ look at
Newton Baga’s current financial position and where it wants to be financially in the
next six months (examine the Newton Baga Building Business Plan 2010–2011 to
determine the priorities).
Using this six-step process will help you work out what you believe Newton Baga
Building needs to do now and in the future to reach its goals.
The six steps of the financial planning process are:
1. gathering the financial data – such as details of income and expenses, debt level,
commitments etc
2. identifying strategic objectives and key actions of the Strategic Plan
3. identifying any financial problems or discrepancies between where the company
currently is financially and where it plans to be in the next six months
4. preparing the Financial Plan – which will identify recommended investments and
address risk factors
5. implementing the Financial Plan
6. reviewing and revising the plan to ensure it stays up-to-date and relevant to the
economic climate and changing economic environment.
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Financial Plan components
The Financial Plan section of the Newton Baga Building Business Plan consists of
three financial statements:
1. the income statement
2. the cash flow projection; and
3. the balance sheet.
The following information aims to lead you through the six-step process to enable the
preparation of each of these three financial statements. A range of templates
associated with these steps is also provided.

Step 1: gathering the financial data – such as details of income and
expenses, debt level and commitments
The business expenses are broken into two categories – the start-up expenses and
the operating expenses. As Newton Baga Building is expanding its commercial arm,
it will be crucial to monitor its financial performance very closely over the next 6–12
months. In order to do this, data relating to all the costs of getting the business up
and running go into the start-up expenses category. These expenses may include:
•
•
•
•
•
•
•

business registration fees
business licensing and permits
starting inventory
rent deposits
down payments on property
down payments on equipment
utility set-up fees.

These are just examples of start-up expenses; your own list will probably expand as
soon as you start writing items down.
Operating expenses are the costs of keeping the business running. Think of these
as the things that have to be paid each month. Newton Baga Building’s list of
operating expenses may include:
•
•
•
•
•
•
•
•
•
•
•
•

salaries
rent or mortgage payments
telecommunication expenses
utility payments
raw material costs
storage costs
distribution costs
marketing and promotion expenditure
loan payments
purchase of office supplies
maintenance costs
costs of contingencies.

The above is only a partial list of expenses – provided to assist you in compiling the
financial data required for Step 1 of the process. Once you have your operating
© VET (WA) Ministerial Corporation 2010
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expense list complete, the total will show you what it will cost you to keep the
business running each month.
Multiply this amount by six – and you have a six-month estimate of your operating
expenses. Then add this to the total of your start-up expense list and you’ll have a
ballpark figure for your complete costs for start-up and the first six months.

Step 2: identifying strategic objectives and key actions of the Strategic
Plan
As discussed in the Overview at the start of this document, the Newton Baga Building
Strategic Plan 2010–2013 outlines the strategic direction that the company is aiming
to take over three years. The Financial Plan determines whether or not the strategies
outlined in the Strategic Plan and the supporting Business Plan are viable. In
determining this viability, it is important to examine the key actions that Newton Baga
has set itself to successfully undertake in the next six months (refer to the Strategic
Plan and Business Plan to identify these key actions).

Step 3: identifying any financial problems or discrepancies between
where the company currently is financially and where it plans to be in
the next six months
The income statements
In identifying the current financial status of Newton Baga Building, it is important to
examine the income statements. The income statement is one of the three financial
statements that is included in the Financial Plan section of the Business Plan.
The income statement shows the revenues, expenses and profit for a particular
period. It’s a snapshot of the business that shows whether or not the business is
profitable at that point in time; revenue – expenses = profit/loss.
While established businesses normally produce an income statement each quarter,
or maybe even only once each year, for Newton Baga’s new commercial arm income
statements should be generated more frequently – monthly for the first year. This is
crucial for Newton Baga to closely monitor the financial activity of the new venture.

The cash flow projection
A cash flow projection shows how cash is expected to flow in and out of a business.
For Newton Baga Building, cash flow projections are an important tool for cash flow
management, showing when expenditures might become too high or when the
business might want to arrange short-term investments to deal with a cash flow
surplus. Included in a business plan, a cash flow projection provides a much better
idea of how much capital investment is needed to achieve the strategic objectives.
Cash flow projection also provides evidence that a business is a good credit risk and
that there will be enough cash on hand to make the business a good candidate for a
line of credit or short-term loan. This factor is of particular benefit during the start-up
of the new arm of Newton Baga Building’s commercial venture.
You must remember not to confuse cash flow projections with cash flow statements.
A cash flow statement shows how cash has flowed in and out of a business. In other
words, it describes the cash flow that has occurred in the past. A cash flow projection
shows the cash amounts that are anticipated to be generated and spent over a
Page 3 of 6

© VET (WA) Ministerial Corporation 2010
Version 1, 2010

Newton Baga Building Site File

Section 7: Supporting documents for assessment tasks

chosen period in the future. In the case of Newton Baga Building, for example, we
are examining a six-month period.
While both types of cash flow reports are important decision-making tools for
businesses, we’re only concerned with the cash flow projections in Newton Baga’s
Business Plan. The business will want to show cash flow projections for each month
over a one-year period as part of the Financial Plan portion of the Business Plan.
There are three parts to a cash flow projection. The first part details your cash
revenues. Enter your estimated sales figures for each month. Remember that these
are cash revenues; you should enter only those sales for which you expect cash to
be collected during the specific month you are dealing with.
The second part details the cash disbursements. Take the various expense
categories from the ledger and list the cash expenditures you expect to actually be
paid that month.
The third part of a cash flow projection is the reconciliation of cash revenues to cash
disbursements. As the word ‘reconciliation’ suggests, this starts with an opening
balance which is the carry-over from the previous month’s operations. The current
month’s revenues are added to this balance and the current month’s disbursements
are subtracted. The adjusted cash flow balance is then carried over to the next
month.

The balance sheet
The balance sheet is the last of the financial statements that are required to be
included in the Financial Plan section of the Business Plan. The balance sheet
presents a picture of the business’s net worth at a particular point in time. It
summarises all the financial data about the business, breaking that data into three
categories: assets, liabilities and equity (described below).
•
•
•

An asset is a are tangible object of financial value that’s owned by the company.
A liability is a debt owed to a creditor of the company.
Equity is the net difference when the total liabilities are subtracted from the total
assets.

All accounts in the general ledger are categorised as either an asset, a liability or
equity. The relationship between them is expressed in this equation: assets =
liabilities + equity.
Normally, a business prepares a balance sheet once a year. However, given Newton
Baga Building’s new venture, it will be important to prepare a balance sheet every six
months.

Step 4: preparing the Financial Plan
This will identify recommended investments and address risk factors.
All businesses invest in risk management activities such as security, financial
hedging, asset protection, safety and environmental management. However, not all
risks may have been identified – or gaps may exist in the risk management process.
As Newton Baga Building becomes larger and more complex, the need to better
understand and allocate risks between stakeholders and capital providers will be
crucial.
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By developing a financial risk strategy, Newton Baga Building will have an approach
to financing risk that is aligned to its Business Plan and that makes effective and
efficient use of its own resources.
A strategic financial risk strategy involves:
•
•
•

understanding the risks that the organisation generates
using analytical tools to anticipate the potential cost of those risks
applying business strategies to determine how to use sources of capital to
finance those risks.

Step 5: implementing the Financial Plan
Newton Baga Building’s Financial Plan will require frequent monitoring. The income
statements, in particular – showing the revenues, expenses and profit on a monthly
basis – will be an essential indicator of the new commercial venture’s progress.

Step 6: reviewing and revising the plan to ensure it stays up-to-date and
relevant to the economic climate and changing economic environment.
The Newton Baga Building Strategic Plan and the Business Plan are ‘living’
documents and, as such, require regular review to ensure the strategies reflect the
changing environment and are crafted as required.

Strategic and
Business Plans
2010–2013

The following case study is provided as an example of a cash flow
forecast. It is for information purposes only and does not form part of
your assessment.

The situation
•

•

Newton Baga Building is a successful domestic and commercial construction
business whose sales continued to grow even in the difficult trading conditions
encountered in the recent global financial crisis. But, even while sales were rising,
Newton Baga had a growing cash flow problem.
Most of the company’s suppliers were paid cash-on-delivery or on seven-day
terms, while it took the company an average of 60 days to collect on customer
accounts. At the same time, expenses were on the rise as the company ramped
up to fulfil new orders. The result was that its cash balance was shrinking, even
while sales were soaring.
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The problem
Newton Baga’s cash flow forecast shows a 60-day time lag between sales and
receipts.

The solution
•
•
•

First, Baga Building needed to understand the problem. So it created a cash flow
tracker, plus a cash flow projection for the rest of the financial year.
Next, it used a loan to fund purchases of equipment – freeing up extra cash. And
it negotiated longer terms of trade with key suppliers.
Finally, it agreed on new payment terms with its customers and put a system in
place to manage accounts receivable.

The overall solution: reduce payments and bring forward receipts – reversing the
cash balance trend, as showing in the following graph.

The result
•

•

•

With new terms of trade in place, Newton Baga increased its payments cycle to
an average of 60 days, while reducing the time lag between making a sale and
banking the revenue to an average of 30 days.
By using a loan to pay for vehicles and equipment, instead of buying them out of
current cash flow, the company freed up extra funds and made it possible for the
assets to pay for themselves over the life of the loan.
The result was that the company turned a forecast fall of $96 000 in its cash
balance into a $123 000 increase.
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Document 4

Useful websites
Websites which that may provide useful information:
www.abcb.gov.au/

–

Australian Building Codes Board

www.austlii.edu.au/

–

Australasian Legal Information Institute

www.bsa.qld.gov.au/Pages/Building
ServicesAuthority.aspx

–

Building Services Authority (BSA)

www.buildingcommission.com.au

–

Building Commission of Victoria

www.dhw.wa.gov.au/index.asp

–

Department of Housing – Western
Australia

http://www.fairtrading.nsw.gov.au/
default.html

–

Fair Trading NSW

www.legislation.act.gov.au/di/1994143/default.asp

–

A.C.T. legislation register

www.nt.gov.au/lands/building/index.
shtml

–

Northern Territory Government

www.planning.sa.gov.au/

–

Planning in South Australia

www.standards.com.au

–

Standards Australia

www.wbdg.org/design/minimize_
consumption.php

–

Whole Building Design Guide – Optimise
Energy Use

www.works.qld.gov.au/bpu/sam_
guidelines.asp

–

Department of Public Works QLD –
Strategic Asset Management Guidelines

www.wst.tas.gov.au/home

–

Workplace Standards Tasmania
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Document 5

Interview
Date: 20 January 2010
Place: Newton Baga Building head office

Topic discussed: Recruitment of suitable contractor
People involved in the interview were:
Name

Company

Position

Contact details

Tom Hewson

Newton Baga

HR Manager

08 9376 5222

John Channey

Newton Baga

Director

08 9376 5222

Bill Simmons

Etrix

Owner/Director

08 9368 4012

Key questions
1.

What has been your best building
experience?

2.

How many people – direct
employees – work for your
company?

3.

Do you use subcontractors – and, if
so, what is the average length of
time they have worked for you?

Page 1 of 2
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Key questions

Response

4.

Who will be on site and in charge of
the job each day?

5.

Who are your top three material
suppliers?

6.

Have you/your company ever
caused/been involved in an accident
that caused someone to receive
hospital treatment or be
hospitalised?

7.

Have you or your company ever
been sued?

8.

Have you ever declared bankruptcy
or operated a company under a
different name?

9.

Have you any questions?

Signature:

Date:

Signature:

Date:

Print name:
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Document 6

Record of conversation
Date: 22 January 2010
Place: Newton Baga Building head office



Meeting

Telephone conversation

Discussion

Topic discussed: Client complaint
People involved in the conversation were:
Name

Company

Position

Contact details

Tom Hewson

Newton Baga

HR Manager

08 9376 5222

John Channey

Newton Baga

Director

08 9376 5222

Jo Withers

Drain Quick

Director

08 9232 7601

Terry Thomas

Drain Quick

Subcontractor

08 9232 7601

Main points
of conversation
1.

Key project
milestones not met.
-

2.

Page 1 of 2

Safety harness
and rubber gloves
not available for
workers.

By whom

By when

1.

Project milestone
dates require strict
adherence unless
otherwise negotiated
with Newton Baga.

Jo Withers

Immediate

2.

PPE to be worn at all
times.

Jo Withers

Immediate

Agreed schedule
for on-site
plumbing services
not met.

Improper use of PPE
-

Action required
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Main points
of conversation
3.

Unprofessional
manner demonstrated
to site teams and
Newton Baga
personnel
-

Action required
3.

swearing and
aggressive
behaviour when
asked questions
on PPE.

Signature:

Drain Quick to advise
all employees and
contractors regarding
professional
behaviour when
dealing with clients.

J. Channey

Jo Withers

By when
Immediate

Date: 22 January, 2010.

Director, Newton Baga Building
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Document 7

Photograph pack instructions
This section contains two packs of photographs:
1.

Residential Pack – 14 photographs of a low-rise residence

2.

Commercial Pack – 26 photographs of a medium-rise commercial building.

The photographs in the packs are to be used in a number of assessment activities.
Your assessor will advise you which photographs are to be used for each
assessment task. Each photograph is labelled. The label describes the aspect of the
building contained in the photograph.
Assessors may substitute other photograph packs for these, however they must
ensure that the substitute packs provide sufficient detail to allow the assessment
tasks to be completed.
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Document 10

DIEP journal format – explanation
Writing a journal can be a daunting task if it is something that you have not done
before. In these circumstances, having a set format to follow can make the task a lot
easier. The DIEP format is used specifically by students who are completing work
placements. The DIEP format requires the student to carry out four key steps. These
are:
D – Describe objectively what happened.
•

Answer the question, ‘What did I, or the people I was observing, do, read,
see, hear etc?’

I – Interpret the events.
•
•
•
•

Explain your new insights based on what you saw, heard etc.
Explain how this links to other learning in your course or work placement,
your feelings about the event etc.
Explain your conclusions about the event.
Answer the question, ‘What might this mean for me in the future?’

E – Evaluate the effectiveness and efficiency of what was observed.
•
•

Make judgements clearly connected to the observations made.
Evaluation answers the question, ‘What is my opinion about what I observed
or experienced and why?’

P – Plan how this information will be useful to you.
•
•

What are your recommendations? (Be concrete.)
Consider: In what ways might this learning experience serve me in future?

Section 7 of the Newton Baga Building Site File has two examples of journal entries.
Both describe the same event – but are written from different perspectives,
specifically:
•
•

the perspective of a site supervisor
the perspective of a student observing the site supervisor.

This is intended to demonstrate how you can use the DIEP format while studying but
also as a tool once you are working in the building and construction industry. A
template for the journal is provided in Section 3.
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Document 11

DIEP journal example – students
Activity:
Subject: Drain Quick subcontractor
Date: 14 January 2010
Describe

On Wednesday, 13th January 2010, during my work experience at
Newton Baga’s South Downs Project, I observed Terry Thomas, a
subcontractor of Drain Quick, not wearing personal protective
equipment (PPE).

Interpret

From my training, I understand that Terry Thomas is required, in
accordance with occupational safety and health procedures, to wear
safety equipment while conducting any plumbing jobs on work sites.
I observed the Site Supervisor, Bill Houghton, speak with Terry –
asking him why he was not wearing his harness and gloves.
Terry started shouting and swearing and was very aggressive
towards Bill.
Bill didn’t seem to be influenced by Terry’s behaviour and stated very
strongly his concerns about lack of PPE. Terry Thomas didn’t seem to
care about these concerns and refused to wear his harness and
gloves.
Bill then ordered Terry off the site.

Evaluate

In my opinion, it was good to see Bill Houghton be very clear about
the occupational safety and health requirements and how important
they are for site safety.
Because Mr Thomas’ behaviour was so rude and aggressive, plus not
following the occupational safety and health procedures (for his own
and others’ safety), I believe Bill made the right and only choice to
remove Terry Thomas from the site.
Immediately after Mr Thomas left the site, Bill contacted Jo Withers,
Drain Quick’s Director, and discussed the situation. Bill said that,
during the phone call, Jo Withers did not appear to regard the matter
as serious enough to follow up with his subcontractor.
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Plan

After the phone call with Jo Withers, Bill explained to me that he was
very concerned in particular about the lack of concern displayed. As a
result, Bill will be recommending that both Terry Thomas and
Jo Withers meet with John Chaney and Tom Hewson, from Newton
Baga, to discuss this matter further.

Drawings or
documents
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Document 12

DIEP journal example – workplace
Journal entry
Subject: Drain Quick subcontractor
Date: 14 January 2010
On Wednesday, 13th January 2010, while on site at Newton Baga’s South Downs
Project, I observed Terry Thomas, a subcontractor of Drain Quick, not wearing
personal protective equipment (PPE).
Specifically, Mr Thomas is required by Newton Baga’s occupational safety and
health procedures to wear a safety harness and rubber gloves while conducting any
work on sink wells and drains on all Newton Baga work sites.
As Site Supervisor, I raised my concerns with Mr Thomas about his lack of
adherence to our procedures and asked him to wear his harness and gloves.
Immediately Mr Thomas became abusive towards me, stating it was ‘none of my
business’ and becoming increasingly aggressive, swearing and shouting. I restated
my concerns about lack of PPE; however, Mr Thomas refused to comply. As a
result, I ordered Mr Thomas off the site.
In my opinion, Mr Thomas’ behaviour displayed a significant disregard for his own
and others’ safety and, as such, the decision to remove Mr Thomas from site is
justified.
Immediately after Mr Thomas left the site, I rang Jo Withers, Drain Quick’s director,
informing him of the incident. From our conversation, Mr Withers did not appear to
regard the matter as serious enough to follow up with his subcontractor.
As a result of my conversation with Mr Withers and, in particular, the apparent lack
of concern displayed, I recommend that both Mr Thomas and Mr Withers meet with
John Chaney and Tom Hewson, from Newton Baga, to discuss this matter further.

Supervisor’s signature: ____________________________________
Date: ___________________________
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Document 13

Case study response form
Case study name:
Candidates name:
Provide a step by step
outline of how you
would investigate the
incident described in
the case study.

List the staff you
would interview to
investigate the
incident.

Determine the key
questions that would
be asked of each
person you are going
to interview.
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Case study name:
Candidates name:
Determine what the
implications of the
incident are to Newton
Baga Building.

Outline the steps that
you would then take
to conduct a
performance interview
with the person whose
actions have caused
the issue. This should
include a description
of what you will say to
the person and any
key questions you
would ask them.
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Case study name:
Candidates name:
Describe the activities
you would include in
any action plan for the
person.

What monitoring
would you undertake
to ensure that this
type of incident does
not happen again?
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Documents 14

Agreement for Subcontract Works –
MBA sample document SCW 2006
Reproduced with the permission of Master Builders Association
of Western Australia (MBA).
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S.C.W. 2006

Agreement for
Subcontract Works

Between

Builder

Subcontractor

CONTENTS
1.

Subcontractor’s Obligations

11.

Scaffolding

2.

Head Contract

12.

Settlement of Disputes

3.

Plant, Equipment and Tools of Trade

13.

Removal of Workmen

4.

Payment

14.

Performance

5.

Commencement and Completion

15.

Cleaning

6.

Variations

16.

Damage

7.

Statutory Requirements and Fees

17.

Defects Liability Period

8.

Subcontracting and Assignment

18.

Notices

9.

Insurance

19.

Interpretation

20.

Special Conditions

10. Default

© Copyright February 2006 Master Builders Association of WA. No part of this publication may be
reproduced, stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise, without prior written permission of the copyright holder.

1
MBAWA 2006 ©
Reproduced with the permission of Master Builders Association of Western Australia (MBA).

AGREEMENT
THIS AGREEMENT is made the ………………………………. day of ……..………………………….. 20………..
BETWEEN…………………….…………………………………………………….………………………………………
of…….……………………….……………………………………………………………………………………. (Builder)
AND ……………………………….…………………………………………………………………………………………
of ………………..……………………………………………………...………………………………… (Subcontractor)

SCHEDULE
Clause 1.

THE WORKS

The Works comprise: ………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………..
and are described in the following contract documents: ……………………………………………………………...
………………………………………………………………………………………………………………………………..
Clause 4.

CONTRACT SUM

The amount payable for all work executed under Clause 4 hereof shall be $……………………………………….
(inclusive of GST) to be paid progressively as follows: ………………………………………………………………..
………………………………………………………………………………………………………………………………..
Payment within …………………….. days of receipt of claim.
Clause 5.

COMMENCEMENT DATE
COMPLETION DATE

……./.……/ 20…..
……./….…/ 20…..

OR If in stages

Clause 17.

Stage 1:

Commencement Date

……/……/ 20…

Completion Date ……/…… /20…

Stage 2:

Commencement Date

……/……/ 20…

Completion Date ……/…… /20…

Stage 3:

Commencement Date

……/……/ 20…

Completion Date ……/…… /20…

LIQUIDATED DAMAGES:

$ ………………….. per week or part

DEFECTS LIABILITY PERIOD

…………………….. calendar weeks

EXECUTED AS AN AGREEMENT:

SIGNED by the Builder

SIGNED by the Subcontractor

………………………………………………
(Builder)

………………………………………………
(Subcontractor)

CONDITIONS
1.

SUBCONTRACTOR’S OBLIGATIONS
The Subcontractor will execute and complete the Works for the Builder in a proper and tradesmanlike manner and
strictly in accordance with the Specifications and the contract drawings. The Subcontractor will indemnify the Builder
from and against any liability arising under S12A of the Builders’ Registration Act in relation to the Works.

2.

HEAD CONTRACT
The Subcontractor assumes all of the Builder’s obligations and responsibilities in the Head Contract between the
Builder and the owner of the Works. In construing the Head Contract, reference to the owner (or principal or
proprietor) means the Builder, and reference to the builder (or contractor) means the Subcontractor.
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3.

PLANT, EQUIPMENT AND TOOLS OF TRADE
a)
b)

4.

PAYMENT
a)
b)
c)

d)
e)
f)
5.

c)

d)

The Subcontractor must commence the Works on the date specified in the Schedule.
If the Subcontractor fails to complete the Works or any stage by the dates in the Schedule or within any extended
time approved in writing by the Builder, the Subcontractor must pay or allow by way of liquidated damages, the
sum stated in the Schedule for each week or part of a week during which the Works remain incomplete.
The Subcontractor may claim and the Builder may approve reasonable extensions of time for any delay not
caused or contributed to by the Subcontractor including delays caused by any act or omission or breach of
contract on the part of the Builder.
Any extension of time claimed or granted under (c) shall be the Subcontractor’s sole remedy for delay and the
Subcontractor shall not be entitled to claim or to be paid any increase in the Contract Sum, costs and expenses
or damages arising out of or in connection with the delay.

VARIATIONS
a)
b)

7.

The Builder agrees to pay the Subcontractor the Contract Sum stated in the Schedule.
Progress payments must be made as provided for in the Schedule. Progress claims must be submitted in the
form of a tax invoice.
Before becoming entitled to any payment, the Subcontractor must give the Builder if so required, a statement
signed by the Subcontractor that no wages are due and owing by it in respect of the Works at the date of
payment and that all necessary payments and premiums required by Clauses 7 and 9 have been paid.
The Builder must pay progress claims within the time stated in the Schedule.
The Builder is entitled to deduct from any payment to the Subcontractor any amounts owing by the Subcontractor
to the Builder under the Contract.
If the Head Contract provides for retention then the Builder may keep retention on like terms.

COMMENCEMENT AND COMPLETION
a)
b)

6.

The Subcontractor must provide all plant, equipment and tools of trade necessary to complete the Works;
The Subcontractor must ensure that all plant, equipment and tools of trade used to compete the Works are
mechanically sound and in good, clean and safe condition, both internally and externally and otherwise comply
with any relevant licensing or other legislation.

The Subcontractor must vary the Works if required by the Builder in writing.
The price of any variation will be added to or deducted from the Contract Sum provided that the Subcontractor
gives written notice of the price prior to carrying out the Works that relate to the variation.

STATUTORY REQUIREMENTS AND FEES
The Subcontractor must comply with all statutory requirements regarding superannuation contributions, income tax
and payroll tax and with all terms of any appropriate Industrial Commission award in respect of the Subcontractor and
all others employed by it. The Subcontractor must give all necessary notices and pay all necessary fees and must
comply with all provisions and requirements statutory or otherwise relevant to the Works. The Subcontractor must
comply with the lawful directions of any authority having jurisdiction over the Works.

8.

SUBCONTRACTING AND ASSIGNMENT
a)
b)

9.

The Subcontractor must not assign this Agreement without the written consent of the Builder which shall not be
unreasonably withheld.
The Subcontractor, by subcontracting any part or parts of the Works is not relieved of any liabilities or obligations
under this Agreement.

INSURANCE
The Subcontractor must insure against any liability at common law under the Workers’ Compensation Act in respect
of any person employed by it in or about the execution of the Works or in respect of whom it may be or become liable
whether employed by it or not. The Subcontractor must also insure against liability to third persons or in respect of the
property of third persons in an amount satisfactory to the Builder and must lodge with the Builder on request evidence
that all insurances specified have been effected and that they are current from time to time.

10. DEFAULT
If the Subcontractor becomes bankrupt or goes into liquidation or is in default or in breach of this Agreement, then the
Builder, without prejudice to any other rights or remedies may by notice in writing terminate this Agreement.
11. SCAFFOLDING
If the Subcontractor or its employees or subcontractors are permitted to use any scaffolding or equipment belonging
to or provided by the Builder then that use will be on the express condition that no warranty or other liability on the
part of the Builder will be created or implied as to the condition or suitability of the scaffolding or equipment or
otherwise.
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12. SETTLEMENT OF DISPUTES
If any dispute or difference arises between the Builder and the Subcontractor in connection with the Works or with this
Agreement either party may give notice to the other in writing of the dispute or difference which may (unless settled
within 5 working days) be referred to Arbitration under the provisions of the Commercial Arbitration Act 1985 as
amended. If a dispute is referred to arbitration or a payment dispute is referred to adjudication under the Construction
Contracts Act 2004, the arbitrator or adjudicator will be nominated by the Master Builders Association of WA.
13. REMOVAL OF WORKMEN
The Builder may require removal from the Works of any person employed by the Subcontractor for incompetence or
misconduct.
14. PERFORMANCE
If the Subcontractor wholly suspends or neglects to proceed with the Works with due diligence, the Builder may give
notice in writing to the Subcontractor and if the Subcontractor does not properly proceed with the Works within 3
working days then the Builder may employ others to compete the Works. The Builder may deduct from monies due to
the Subcontractor or charge the Subcontractor the costs incurred in completion of the Works and the Subcontractor
must not do or cause to be done any thing to prevent others from completing the Works.
15. CLEANING
The Subcontractor must keep the Works clean and tidy and on completion will remove all its plant and equipment and
leave the Works ready for immediate use or occupation. If the Subcontractor fails to do so then the Builder may do so
and deduct the cost from any monies due or becoming due to the Subcontractor.
16. DAMAGE
The Subcontractor will pay to the Builder the cost of making good any damage done by the Subcontractor or its
employees or subcontractors to the Work of the Builder or of any other subcontractor.
17. DEFECTS LIABILITY PERIOD
The Subcontractor will upon written notice make good any defects that may appear in the Works prior to the
expiration of the Defects Liability Period stated in the Schedule. This Clause does not have the effect of limiting the
Subcontractor’s liability for defective work.
18. NOTICES
Any notices to be given under this Agreement are sufficiently given if served personally or sent by prepaid post
addressed to the person to be given the notice at the address appearing in this Agreement or at the last known place
of abode or business.
19. INTERPRETATION
a)
b)

Reference to persons includes limited companies and the singular includes the plural and vice versa.
This Agreement is the entire agreement between the parties.

20. SPECIAL CONDITIONS
(Insert any special provisions.)
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………..
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TSC 2007

Agreement for Subcontract
Works for a Contract Term

Between

Builder

Subcontractor
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Subcontractor’s Obligations

11.

Scaffolding

2.

Head Contract

12.

Settlement of Disputes

3.

Plant, Equipment and Tools of Trade

13.

Removal of Workmen

4.

Payment

14.

Performance

5.

Commencement and Completion

15.

Cleaning

6.

Variations

16.

Damage

7.

Statutory Requirements and Fees

17.

Defects Liability Period

8.

Subcontracting and Assignment

18.

Notices

9.

Insurance

19.

Interpretation

20.

Special Conditions

10. Default

© Copyright September 2007 Master Builders Association of WA. No part of this publication may be
reproduced, stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise, without prior written permission of the copyright holder.
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AGREEMENT
THIS AGREEMENT is made the ………………………………. day of ……..………………………….. 20………..
BETWEEN…………………….…………………………………………………….………………………………………
of…….……………………….……………………………………………………………………………………. (Builder)
AND ……………………………….…………………………………………………………………………………………
of ………………..……………………………………………………...………………………………… (Subcontractor)

SCHEDULE
Clause 1.

THE CONTRACT TERM

………………………………………………..

Clause 4.

AGREED RATES (as set out below) OR (as attached)

months

(delete as appropriate)

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
Clause 4.

FREQUENCY OF OR TIME FOR CLAIMS

by the ………………… day of the week/month
weekly/fortnightly/monthly

PAYMENT TO BE MADE

OR

(delete as appropriate)

by the …..…… day of the same/following week/month OR
within …………..…….. days

(delete as appropriate)
(delete as appropriate)

Clause 5.

BUILDER’S LIQUIDATED DAMAGES:

$ ………………….. per day/week

Clause 17.

DEFECTS LIABILITY PERIOD

…………………….. calendar weeks

EXECUTED AS AN AGREEMENT:

SIGNED by the Builder

SIGNED by the Subcontractor

………………………………………………
(Builder)

………………………………………………
(Subcontractor)

CONDITIONS
1.

SUBCONTRACTOR’S OBLIGATIONS
The Subcontractor will execute Works for the Builder as ordered from time to time during the Contract Term in a
proper and tradesmanlike manner and strictly in accordance with any Work Order and Specifications and Drawings
provided by the Builder in relation to the Work Order. The Subcontractor will indemnify the Builder from and against
any liability arising under S12A of the Builders Registration Act in relation to the Works.

2.

HEAD CONTRACT
The Subcontractor assumes all of the Builder’s obligations and responsibilities in the Head Contract between the
Builder and the owner of the Works relating to the Order. Such Head Contract will be made available to the
Subcontractor on request. In construing the Head Contract, reference to the owner (or principal or proprietor) means
the Builder, and reference to the builder (or contractor) means the Subcontractor.
2
MBAWA 2007 ©
Reproduced with the permission of Master Builders Association of Western Australia (MBA).

3.

PLANT, EQUIPMENT AND TOOLS OF TRADE
a)
b)

4.

PAYMENT
a)
b)
c)

d)
e)
f)
5.

The Builder agrees to pay the Subcontractor at the rates stated in the Schedule or where no applicable rates are
stated reasonable rates unless otherwise agreed between the parties.
Progress payments must be made as provided for in the Schedule. Progress claims must be submitted in the
form of a tax invoice.
Before becoming entitled to any payment the Subcontractor must deliver to the Builder if so required a statement
signed by him that no wages are due and owing by him in respect of the Works at the date of payment and that
all necessary payments and premiums required by Clauses 7 and 9 have been paid.
The Builder must pay progress claims within the time stated in the Schedule.
The Builder is entitled to deduct from any payment to the Subcontractor any amounts owing by the Subcontractor
to the Builder under the Contract.
If the Head Contract provides for retention then the Builder may keep retention on like terms.

COMMENCEMENT AND COMPLETION
a)
b)

c)

d)

6.

The Subcontractor must provide all plant, equipment and tools of trade necessary to complete the Works;
The Subcontractor must ensure that all plant, equipment and tools of trade used to compete the Works are
mechanically sound and in good, clean and safe condition, both internally and externally and otherwise comply
with any relevant licensing or other legislation.

The Subcontractor must commence the Works on the date specified in the Work Order.
If the Subcontractor fails to complete the Works or any stage by the dates specified in the Order or within any
extended time approved in writing by the Builder, the Subcontractor must pay or allow by way of Builder’s
liquidated damages, the sum stated in the Schedule plus the Subcontractor will indemnify the Builder against any
liability under the Head Contract for damages arising from the delay.
The Subcontractor may claim and the Builder may approve reasonable extensions of time for any delay not
caused or contributed to by the Subcontractor including delays caused by any act or omission or breach of
contract on the part of the Builder.
Any extension of time claimed or granted under (c) shall be the Subcontractor’s sole remedy for delay and the
Subcontractor shall not be entitled to costs and expenses arising out of or in connection with the delay.

VARIATIONS
The Builder may vary the Works in writing in relation to any Work Order without issuing a new Work Order provided
the variation is within the general scope of the Works notwithstanding that the variation may be instructed after the
Contract Term.

7.

STATUTORY REQUIREMENTS AND FEES
The Subcontractor is responsible for complying with all statutory requirements regarding superannuation
contributions, income tax and payroll tax in respect of himself and all others employed by him and shall comply with
all the terms of any award of an appropriate Industrial Commission which relates to persons employed by him. The
Subcontractor will give all necessary notices and pay all necessary fees and will comply with all provisions and
requirements statutory or otherwise relevant to the Works. The Subcontractor will comply with the lawful directions of
any authority having jurisdiction over the Works.

8.

SUB-CONTRACTING AND ASSIGNMENT
a)
b)

9.

The Subcontractor will not assign this Agreement without the written consent of the Builder which shall not be
unreasonably withheld.
The Subcontractor, by subcontracting any part or parts of the Works is not relieved of any liabilities or obligations
under this Agreement.

INSURANCE
The Subcontractor must insure against any liability at common law under the Workers’ Compensation Act in respect
of any person employed by him in or about the execution of the Works or in respect of whom he may be or become
liable whether employed by him or not. The Subcontractor must also insure against liability to third persons or in
respect of the property of third persons in an amount satisfactory to the Builder and must lodge with the Builder on
request evidence that all insurances specified have been effected and that they are current from time to time.

10. DEFAULT
If the Subcontractor becomes bankrupt or goes into liquidation or is in default or in breach of this Agreement, then the
Builder, without prejudice to any other rights or remedies may by notice in writing terminate this Agreement.
11. SCAFFOLDING
If the Subcontractor or his employees or Subcontractors are permitted to use any scaffolding or equipment belonging
to or provided by the Builder that use will be on the express condition that no warranty or other liability on the part of
the Builder will be created or implied as to the condition or suitability of the scaffolding or equipment or otherwise.
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12. SETTLEMENT OF DISPUTES
If any dispute or difference arises between the Builder and the Subcontractor in connection with the Works or with this
Agreement either party may give notice to the other in writing of the dispute or difference which may (unless settled
within 7 days) be referred to Arbitration in accordance with the provisions of the Commercial Arbitration Act 1985 as
amended. If a dispute is referred to arbitration or a payment dispute is referred to adjudication under the Construction
Contracts Act 2004, the arbitrator or adjudicator will be nominated by the Master Builders Association of WA.
13. REMOVAL OF WORKMEN
The Builder may require removal from the Works of any person employed by the Subcontractor for incompetence or
misconduct.
14. PERFORMANCE
If the Subcontractor wholly suspends or neglects to proceed with the Works with due diligence, the Builder may give
notice in writing to the Subcontractor and if the Subcontractor does not properly proceed with the Works within three
working days then the Builder may employ others to compete the Works. The Builder may deduct from monies due to
the Subcontractor or charge the Subcontractor the costs incurred in completion of the Works and the Subcontractor
must not do or cause to be done any thing to prevent others from completing the Works.
15. CLEANING
The Subcontractor must keep the Works clean and tidy and on completion will remove all his plant and equipment
and leave the Works ready for immediate use or occupation. If the Subcontractor fails to do so then the Builder may
do so and deduct the cost from any monies due or becoming due to the Subcontractor.
16. DAMAGE
The Subcontractor will pay to the Builder the cost of making good any damage done by the Subcontractor or his
employees or Subcontractors to the Work of the Builder or of any other Subcontractor.
17. DEFECTS LIABILITY PERIOD
The Subcontractor will upon written notice make good any defects that may appear in the Works prior to the
expiration of the Defects Liability Period stated in the Schedule. This Clause does not have the effect of limiting the
Subcontractor’s liability for defective work.
18. NOTICES
Any notices to be given under this Agreement are sufficiently given if served personally or sent by prepaid post
addressed to the person to be given the notice at the address appearing in this Agreement or at the last known place
of abode or business.
19. INTERPRETATION
a)

b)
c)

Notwithstanding the Contract Term stated in the Schedule, the terms of this Contract shall continue to have full
force and effect until completion of all Works in relation to any Works Order issued during the Contract Term
including variations and until the fulfilment of all obligations under the terms of the Contract.
Reference to persons includes limited companies and the singular includes the plural and vice versa.
This Agreement is the entire agreement between the parties.

20. SPECIAL CONDITIONS

(insert any special provisions)

………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………………………….….
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………………………………..
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SHBW 2008

Small Home Building
Works Contract
(for use in Works without an Architect)

Agreement and Conditions of Contract

Between

Owner

Builder

Important Notice
Before signing, please read and examine this document to
ensure it contains all the terms, conditions and provisions of
your agreement. If you are unsure as to the nature of the
document, terms, conditions or provisions seek professional
advice before signing.
THIS CONTRACT IS SUITABLE FOR SMALL HOME
BUILDING WORKS ONLY. FOR LARGER RESIDENTIAL
CONSTRUCTION PROJECTS, USE HOME BUILDING
WORKS CONTRACT EDITION 4 (H.B.W.4.)

© Copyright June 2008 Master Builders Association of WA. No part of this publication may be reproduced,
stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise, without prior written permission of the copyright holder.
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NOTES
These notes are for the assistance of the parties only and do not form part of the Contract.
1.

The Owner and Builder should sign two complete copies of all Contract Documents and each party should retain a
completed set of documents. These should be filed and not used as working documents. The Contract should be
signed on page 4.

2.

The Particulars and Appendices should be completed in full. Each page of the Specification should be initialled and
the Specification dated and signed where indicated. Each sheet of the Drawings should be signed, dated and
marked:
This is Sheet _____ of ________________________ Drawings referred to in the Contract dated
_______________________ 20___.

3.

Risks not covered by Clause 14, e.g. 14(d), should be insured against separately.

4.

The Home Building Contracts Act 1991 specifies certain requirements which must be complied with in relation to a
Home Building Contract for works exceeding $7,500 but less than $500,000 in value.
These requirements are set out in the Notice for the Home Owner (available from the Master Builders Association)
and which the Owner hereby acknowledges has been received and read prior to signing this Contract.

5. The Building Disputes Tribunal is at 18 Harvest Terrace, West Perth WA 6005.
6.

While this Contract was prepared by the Master Builders Association for use by Association members, it also may be
used by persons who are not members of the Association.

7.

For all Home Indemnity and General Insurance needs, contact MBA Insurance Services on 9476 9898.
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HOME BUILDING CONTRACTS ACT 1991 SECTION 6 – RECEIPT OF DOCUMENTS
In accordance with Sections 6 and 25C(2) of the Home Building Contracts Act 1991 (the Act), the Owner acknowledges
receipt of the following documents:
1.

Attached notice of explanation of the relevant provisions of the Act, prescribed pursuant to Section 4(2).

2.

A signed copy of the Building Contract dated ________________________________ 20______.

3.

A certificate providing evidence of a policy of Home Indemnity Insurance obtained by the Builder in relation to the
Works in compliance with Section 25D of the Act.

Signed __________________________ (Owner) __________________________ (Owner)

Date ____________20____

AGREEMENT
IT IS AGREED:
1. Subject to the Conditions, the Builder will complete the Works described in the Contract Documents.
2. The Owner will pay the Builder the sum of __________________________________________________
_____________________________ ($
) inclusive of GST (the Contract Sum)
as adjusted in accordance with the Contract, at the times and in the manner specified in the Conditions.
Dated ________________________________ 20______
Signed ________________________________ (Builder) ________________________________ (Witness)
Signed ________________________________ (Owner)
_________________________________ (Owner) ________________________________ (Witness)

PARTICULARS OF CONTRACT
A. OWNERS

______________________________________________________________
______________________________________________________________
of ____________________________________________________________
______________________________________________________________

B. BUILDER

______________________________________________________________
of ____________________________________________________________
__________________________________ Registration No _____________

C. WORKS

Description ____________________________________________________
______________________________________________________________
Described in the following Contract Documents _______________________
______________________________________________________________
Dated ________________________________________________________

D. SITE

Address ______________________________________________________
______________________________________________________________

E. TIME FOR COMPLETION

The period of ____________ calendar days from the date of commencement.
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APPENDIX
1.

Percentage allowed for supervision, overheads and profit. If none provided, 15%. Cl. 4, 13.

____________ %

2.

Percentage to be added where amount spent is greater than amount allowed for Provisional
Sums or Prime Cost Items. If none provided, 15%. Cl. 18.

____________ %

Labour rates inclusive of GST. Cl. 13.

3.

Tradesperson

$________ per hour

Labourer

$________ per hour

4.

Period for payment of progress claims or final account. If none provided, 7 working days. Cl. 19.

5.

Payment by progress of the work in stages. Cl. 19.
•

Deposit (not more than 6.5%)

Percentage of
Contract Sum

__________ days
Amount
$

(

%)

_____________

•

(

%)

_____________

•

(

%)

_____________

•

(

%)

_____________

•

(

%)

_____________

•

(

%)

_____________

(

%)

_____________

(

%)

_____________

•
•

At Practical Completion of the Works

Total Contract Sum

$_____________

(Including GST of

$_____________)

6.

Annual interest rate applicable to late payments. If none provided, 20%. Cl. 19.

7.

Defects Liability Period (minimum 4 months). If none provided, 4 months. Cl. 21.

8.

Insurance – injury to persons or property. Cl. 14.

9.

Owner’s authorised representative (if any). Cl. 7.

____________ %
__________ months/weeks
Not less than

$_______________

Name:_______________________________

CONDITIONS OF CONTRACT
1.

RESPONSIBILITY OF BUILDER
The Builder shall complete the Works in a proper and workmanlike manner.

2.

WORK PERFORMED OR MATERIALS SUPPLIED BY OWNER
The Builder does not provide any warranty that materials supplied by the Owner are fit for their intended purposes
and the Builder is not liable for the performance of such materials. Where the Owner carries out any work on the
site (the Owner’s Work), the Owner takes full responsibility for the performance and protection of the Owner’s
Work, and for any damage to the Works caused by performance of the Owner’s Work. The Owner indemnifies and
will keep indemnified the Builder against any loss or damage suffered by reason of the performance of any
materials supplied by the Owner or by reason of the performance of the Owner’s Work.

3.

DISCREPANCIES AND AMBIGUITIES
If there is any ambiguity in the Contract Documents the following order of precedence applies: (i) the Agreement
and the Conditions; (ii) the Specification; and (iii) the Drawings. If this does not resolve any discrepancy or
ambiguity, the Builder must refer the same to the Owner who must direct the Builder what is to be done. If the
Owner fails to direct the Builder within 5 working days of the request for directions, the Builder may determine what
is to be done.

4.

SET OUT AND SUB-SURFACE WORKS
(a)

The Owner is responsible for indicating to the Builder the boundaries or positions of the site and the starting
point of work and accepts responsibility for the correctness of the positions indicated, but if the Builder has
any reasonable doubt as to the boundaries so indicated the Builder may in writing request the Owner to
have the site surveyed, and on the Owner failing to do so within 5 working days from the making of that
request the Builder may have the site surveyed and may charge the cost of that survey plus the percent set
out in Appendix I Item 1 to the Owner.
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5.

(b)

Where the Drawings and Specification indicate the nature of the ground below the surface of the site and/or
the depth to which excavations will have to be made to provide footings, foundations or services, then any
extra work caused by conditions being other than as indicated is deemed to be a variation to which Section
8(1)(b) of the Home Building Contracts Act 1991 applies.

(c)

If it appears in excavating for footings and/or services that the site will not support the Works as designed,
then the Contract may be terminated without liability on either side except that the Builder is entitled to be
paid the Builder’s actual cost of work to the date when it was ascertained that the site would not support the
Works. Any dispute as to whether or not the site is capable of supporting the Works may be referred for
resolution under Clause 24.

COPYRIGHT
Where the Builder does not prepare the Drawings or prepares the Drawings under the instruction, direction or
supervision of the Owner, or from sketches supplied by the Owner then the Owner indemnifies the Builder against
all actions, proceedings, claims and demands for, or in respect of, any breach of copyright by the Builder.

6.

7.

8.

EVIDENCE OF TITLE AND CAPACITY TO PAY
(a)

Before the Works commence, the Owner must produce to the Builder evidence to the Builder’s satisfaction
of title to the land upon which the Works are to be executed, and of the capacity to pay the Builder the
Contract Sum at the times and in the manner specified in the Conditions.

(b)

If the Owner fails to produce that evidence within 10 working days after the Builder’s written request for the
evidence, the Builder may terminate the Contract under Clause 17.

POSSESSION OF THE SITE
(a)

Unless otherwise agreed, the Owner must, on execution of the Contract, give immediate possession of the
site to the Builder to the extent required for the execution of the Works (“the Work Site”) and the Builder
shall be entitled to continue in possession until payment on Practical Completion is made under Clause 20.
The Builder’s possession of the Work Site includes the right to exclude or remove unauthorised persons.

(b)

The Owner or a duly appointed representative (if any) identified in Appendix I Item 9 have access to the
Work Site to inspect and viewing the progress of the Works during the Builder’s normal working hours.

DATE FOR COMMENCEMENT AND TIME FOR COMPLETION
The Builder must commence the Works within 7 working days of the issue of all necessary approvals by relevant
authorities or the Owner delivering to the Builder evidence of title to or of capacity to pay under Clause 6,
whichever is the later. Subject to Clause 15, the Builder shall bring the Works to Practical Completion within the
number of days stated in the Particulars of Contract Item E.

9.

BUILDING APPROVALS
(a)

(b)

(c)

Subject to paragraph (b), the Contract is conditional on:
(i)

a building licence under Part XV of the Local Government (Miscellaneous Provisions) Act 1960 being
issued, in respect of the home building work included in the Contract, within 45 working days from
the date of the Contract and where any condition is attached to the licence which will result in a
variation of the Contract, the Owner and the Builder acknowledging in writing within that period that
each of them accepts that condition;

(ii)

it becoming lawful under the Water Act as defined in Section 9(6) of the Home Building Contracts Act
1991, within 45 working days from the date of the Contract, for the home building work to be
commenced and where a direction is given under the Water Act by the Water Corporation in
connection with the carrying out of the Works which will result in a variation to the Contract, the
Owner and the Builder acknowledging in writing within that period that each of them accepts that
direction.

A condition referred to in paragraph (a) does not apply to the Contract:
(i)

to the extent that the subject matter of the condition was completed before the Contract was entered
into; or

(ii)

where the only work to be performed under the Contract is the construction or carrying out of
associated work as defined in Section 3(1) of the Home Building Contracts Act 1991 or for any other
home building work that is prescribed for the purpose of Section 9(5) of the Home Building Contracts
Act 1991.

The Owner and the Builder will do all things that are reasonably necessary to ensure that any condition or
direction referred to in paragraph (a) applicable to the Contract is fulfilled and will not unreasonably decline
to accept any such condition or direction.

6
MBAWA 2008 ©
Reproduced with the permission of Master Builders Association of Western Australia (MBA).

(d)

10.

11.

12.

If the Builder properly submits to the relevant authorities within 20 working days after the date of the
Contract, all necessary applications required for the purpose of having Conditions referred to in paragraph
(a) fulfilled, the Builder is to be taken to have complied with the obligations contained in paragraph (c).

CONSEQUENCES OF NON-FULFILMENT OF CONDITIONS
(a)

If any condition set out in Clause 9(a) is not fulfilled solely because the Builder has failed to comply with the
Builder’s obligations under Clause 9(c), the Contract is not affected but remains in force on the same terms
and conditions except as otherwise agreed between the parties.

(b)

Otherwise, if any condition set out in Clause 9(a) is not fulfilled or Clause 13(k)(iii) applies:
(i)

the Builder may by notice in writing to the Owner increase the price stipulated in the Contract by an
amount set out in the notice and specify when any increased amount is payable, which must be
either not later than 10 working days after the notice is given or at the time of a progress payment.

(ii)

if the amount of an increase exceeds 5% of the price stipulated in the Contract, the Owner may
terminate the Contract in accordance with Clause 17 within 7 working days after receipt of notice
under paragraph (b)(i) and the Owner is liable to compensate the Builder for the reasonable costs
incurred by the Builder up to the date of termination.

(iii)

if the Owner considers that the amount of a price increase notified under paragraph (b)(i) is
excessive or unjustified the Owner may apply to the Disputes Tribunal, within 10 working days after
receipt of a notice under that paragraph, for a review of that amount.

COMPLIANCE WITH REQUIREMENTS OF LOCAL AND OTHER AUTHORITIES
(a)

The Builder must comply with, and give all notices required by, any Act of Parliament or by any regulations
or by-laws of any local authority or of any authority which has any jurisdiction with over the Works or with
whose systems the Works are or will be connected. The Builder must pay and indemnify the Owner against
any fees or charges legally demandable under that Act of Parliament regulation or by-law in respect of the
Works in force at the date of the Contract.

(b)

If the amount paid by the Builder as fees and charges legally demandable by any authority in respect of
building approvals and local and supply authority permits varies from the rates existing on the date of the
Contract, then the amount of the difference will be added to or deducted from the Contract Sum as the case
requires.

AVAILABILITY OF MATERIALS
Subject to Clause 2, all materials must be suitable for incorporation into the Works and, unless otherwise specified,
must be new. If any material specified for use in the Works is not available, the Builder must advise the Owner in
writing and require that substitute materials be selected and notified to the Builder in writing within 5 working days
of the Builder’s notification. Any change of cost arising from the substitution of materials is a variation and the
Contract Sum will be adjusted in accordance with Clause 13.

13.

VARIATIONS
(a)

The Contract may be varied at the request of the Owner with the consent of the Builder. The Builder’s which
consent must not be unreasonably withheld. No variation vitiates the Contract.

(b)

The Builder may decline to execute any variation required by the Owner unless the Owner first gives notice
in writing of the requirements of the variation and, in response to the Builder’s written notice requiring
evidence to the Builder’s satisfaction of capacity to pay for the variation, gives such evidence.

(c)

If the Builder agrees to undertake any variation then the details:
(i)

must be in writing setting out all the terms of, and the cost of, the variation and showing the date of
the variation;

(ii)

must be signed by the Builder and the Owner or their respective agents; and

(iii)

the Owner or the Owner’s agent must be given a copy of the signed variation as soon as reasonably
practicable after it has been signed by both parties and before the work to which the variation relates
is commenced.

This paragraph does not apply to any variation arising by virtue of paragraph (d).
(d)

Where any variation to the Contract or the Drawings and Specification is necessary:
(i)

to comply with any written direction lawfully given by a building surveyor or other person acting under
a written law; or

(ii)

by virtue of circumstances that could not reasonably have been foreseen by the Builder at the time
when the Contract was entered into
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then the Builder shall be entitled to such a variation provided that before carrying out the work relating to the
variation, the Builder gives to the Owner a statement setting out the reason for, and the cost to be incurred
on account of the variation, together with a copy of any written direction referred to in subparagraph (i).
(e)

The Builder shall give the statement referred to in paragraph (d) to the Owner within 10 working days after
the Builder received notice of the direction under paragraph (d)(i) or became aware or should reasonably
have become aware of the circumstances referred to in paragraph (d)(ii).

(f)

Where a statement is given to the Owner by the Builder for the purposes of paragraph (d)(ii) and the Owner
considers the variation is not one to which that paragraph applies, the Owner may make an application to
the Disputes Tribunal for relief under Section 17 of the Home Building Contracts Act 1991 provided that
such application is made within 10 working days after the statement was given to the Owner.

(g)

Paragraph (d)(ii) does not enable the Builder to vary the Contract, except in accordance with Clauses 13(c)
and (k), or Clause 10(b), by reason only of an increase in the costs of labour (including related overhead
expenses) or materials, or both, to be incurred by the Builder.

(h)

The value, inclusive of GST, of all omissions from the Works less the allowance specified in Appendix I Item
1 shall be deducted from the Contract Sum.

(i)

The value, inclusive of GST, of all extra work shall be:

(j)

(k)

(i)

added to the Contract Sum; and

(ii)

added to the next progress payment due after the execution of that work.

Where practicable the following shall apply in calculating the price for extra work:
(i)

the subcontract price, inclusive of GST, plus the percentage stated in Appendix 1 Item 1;

(ii)

the rates of Builder’s labour will be those set out in Appendix I Item 3; and

(iii)

the price for materials used in the work will be the actual cost, inclusive of GST, to the Builder plus
the percentage stated in Appendix I Item 1.

The Contract Sum must be adjusted to reflect further costs actually imposed on or incurred by the Builder:
(i)

as a direct consequence of a written law of the State or the Commonwealth;

(ii)

on account of an increase in any tax, duty or other charge imposed under any such law after the date
of the Contract; or

(iii)

by reason of a delay in the commencement of the home building work beyond 45 working days after
the date of the Contract being a delay:
(A)

that is caused solely by the failure of the Owner to comply with a condition imposed on the
Owner by the Contract, including a condition to the effect that the Owner produce satisfactory
evidence of title or capacity to pay; or

(B)

that occurs without any failure on the part of either the Owner or the Builder to comply with
their obligations under the Contract.

In which case Clause 10(b) applies.
(l)

14.

Notwithstanding the previous provisions, the Builder is not entitled to payment for any variations which are
due to the Builder’s default.

INSURANCE
(a)

Injury to Persons or Property: The Builder shall be solely liable for and shall indemnify the Owner in
respect of and shall insure for the amount given in Appendix I Item 8 (or if not provided for, $5,000,000)
against any legal liability, loss, claim or proceedings whatsoever arising under any statute (other than as
provided in paragraph (b)) or at Common Law in respect of personal injury to or death of any person
whomsoever and in respect of any damage to any property real or personal arising out of or in the course of
or caused by the execution of the Works unless due to any act or neglect of, or use or occupation of the
Works by, the Owner or other persons for whom the Owner is responsible.

(b)

Contractor’s Risk: The Builder shall insure against any loss, destruction or damage including but not
limited to fire and/or explosion and/or earthquake and/or lightning and/or storm and tempest and/or civil
commotion and/or theft and to the extent approved by the Owner from time to time as to adequacy for at
least the full reinstatement value of all work executed and materials and goods upon the site, including any
unfixed materials or goods, and shall keep such work, materials and goods insured until the Works are
delivered up to the Owner.
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(c)

Alterations and Additions: If the Works comprise or include alterations or additions to an existing
structure, then notwithstanding the obligation of the Builder to insure pursuant to these provisions, the
Owner hereby agrees:
(i)

to provide and to maintain adequate insurance against the risk of any loss or damage to the existing
structure together with all the contents thereof (excluding plant, machinery tools and equipment of
the Builder);

(ii)

to take all reasonable precautions to protect any contents from damage and to safeguard persons
from injury that might be sustained through the Builder’s normal and proper execution of the Works in
accordance with the Contract.

(d)

Owner’s Goods: Any goods of whatsoever nature prematurely supplied by the Owner (i.e. stove, light
fittings etc.) shall, unless otherwise arranged in writing with the Builder, remain at the risk of the Owner in
case of any loss or damage until they are required for the Works.

(e)

Home Indemnity Insurance: Where the total amount payable under the Contract exceeds $20,000 or such
other amount prescribed under the Home Building Contracts Act 1991, the Builder shall obtain a policy of
Home Indemnity Insurance with respect to the Works that complies with Section 25D of the Home Building
Contracts Act 1991.
A certificate in a form approved by the Minister pursuant to Section 25C of the Home Building Contracts Act
1991 that evidences the taking out of such a policy shall be furnished to the Owner by the Builder prior to a
demand for any payment under the Contract and before any Works are commenced.

(f)

15.

16.

Should the Builder default in the obligation to insure pursuant to this Clause, the Owner may insure and
deduct the premium paid from any money due or to become due to the Builder.

DELAYS AND EXTENSION OF TIME
(a)

If the progress of the Works is delayed by reason of any matter, cause or thing whatsoever beyond the
Builder’s control including but not limited to the unavailability of labour or materials, the Builder is entitled to
a fair and reasonable extension of time in which to bring the Works to Practical Completion.

(b)

No later than the date for bringing the Works to Practical Completion, the Builder must notify the Owner in
writing stating the cause and extent of the delay. The Owner may object to the extension of time under
Clause 24. If the Owner does not object to the extension of time in writing within 5 working days after
receipt of the Builder’s notice, the time in which to bring the Works to Practical Completion is extended by
the amount stated in the Builder’s notice.

(c)

Subject to the Home Building Contracts Act 1991, the Builder is entitled to be paid reasonable costs arising
from any extension of time.

SUSPENSION OF WORKS
If the Owner commits any other breach of the Contract, the Builder may suspend the Works on 5 working days’
written notice. The Builder must lift the suspension within 10 working days of the breach being remedied. The
Builder is entitled to a reasonable extension of time and to any loss and damage arising from the suspension.

17.

DEFAULT AND TERMINATION
(a)

If the Builder defaults in any of the following respects:
(i)

the Builder commits an act of bankruptcy or insolvency; or

(ii)

fails to commence or proceed with the Works with due diligence or in a competent manner or
abandons the Contract,

the Owner may give written notice of default and if the default continues for 7 working days after that notice
then the Owner may, on notice by certified mail, terminate the Contract. On the termination of the Contract
under this Clause, the Owner is entitled to recover from the Builder all loss, damage and/or reasonable
expenses caused by reason of or arising out of the termination.
(b)

The provisions of paragraph (a) do not apply to a termination of the Contract resulting from circumstances
set out in Clause 10(b) or under the provisions of Section 4(5), 10(4) or 14(3) of the Home Building
Contracts Act 1991 in which case Section 19 of the Act applies and the Owner may give notice of
termination to the Builder and the Contract is terminated when the notice is given and either party may apply
to the Disputes Tribunal for orders under Section 20 of the Act.

(c)

If the Owner defaults in any of the following respects:
(i)

the Owner fails to provide evidence of title or of the capacity to pay the Contract Sum; of

(ii)

the Owner fails to pay the Builder any amounts due under the Contract; or

(iii)

the Owner commits an act or insolvency or bankruptcy; or

9
MBAWA 2008 ©
Reproduced with the permission of Master Builders Association of Western Australia (MBA).

(iv)

the Owner or any person authorised by the Owner takes possession of the Work Site without the
Builder’s written agreement;

the Builder may give written notice of default and if the default continues for 7 working days after that notice
then the Builder may, on notice by certified mail, terminate the Contract. On the termination of the Contract
under this Clause, the Builder is entitled to recover from the Owner all loss, damage and/or reasonable
expenses arising from performance of Works or caused by reason of or arising out of the termination.

18.

PROVISIONAL SUMS AND PRIME COST ITEMS
(a)

As required by Section 12 of the Home Building Contracts Act 1991, the Builder must exercise reasonable
care in estimating Provisional Sums and Prime Cost Items.

(b)

To ensure there is no delay in the progress of the Works the Builder must ask the Owner for information
relating to Provisional Sums and Prime Cost Items within a reasonable time and the Owner must give the
Builder necessary directions promptly.

(c)

In valuing Provisional Sums and Prime Cost Items:

(d)

19.

20.

(i)

the Owner is entitled to normal trade discounts.

(ii)

the Builder is entitled to any cash discounts or special discounts for bulk purchasing or personal
reasons.

In valuing Provisional Sums and Prime Cost items:
(i)

the final cost of Provisional Sums is the net cost to the Builder for materials, labour, subcontractor
charges, delivery to site and installation.

(ii)

the Builder must allow for cartage, installation, fixing, supervision, overhead and profit in relation to
Prime Cost items in the Contract Sum.

(iii)

if the amount spent on all Provisional Sums or all Prime Cost items, including GST, exceeds the total
amount included in the Contract Sum, the excess must be added to the Contract Sum together with a
percentage of the excess as stated in Appendix I Item 2.

(iv)

if the amount spent on all Provisional Sums or all Prime Cost items, including GST, is less than the
total amount included in the Contract Sum, the difference must be deducted from the Contract Sum.

PAYMENT
(a)

The Contract Sum must be paid to the Builder progressively during the execution of the Works by payments
specified in Appendix I Item 5.

(b)

A claim for payment submitted to the Owner by the Builder should show:
(i)

the accumulative percent of the Contract Sum appropriate to the stage to which the Works have
progressed in accordance with Appendix I Item 5.

(ii)

a schedule of variations under Clause 13 and any adjustments under the Contract, each item being
briefly described and quantified and with a total for the schedule.

(iii)

the total value of the Works executed being the total of subparagraphs (i) and (ii).

(iv)

a schedule of the amounts paid and received to date with a total for the schedule.

(v)

the amount now claimed being the difference between subparagraphs (iii) and (iv).

(vi)

the amount of GST included in the amount now claimed.

(c)

Payment of the progress claims must be made by the Owner to the Builder within the period stated in
Appendix I Item 4 or, if not stated, within 7 working days of the date of submission to the Owner of the claim
or account.

(d)

The making of any payment to the Builder is not proof or admission that any Works have been executed in
accordance with the Drawings and Specification but is a payment on account.

(e)

If the Builder does not receive any or part of any progress payment from the Owner by the due date the
Builder shall be entitled to interest on the outstanding amount at the rate specified in Appendix I Item 6.

(f)

If the Owner disputes the entitlement to any of the claims made by the Builder, the Owner is entitled to refer
that dispute for resolution under Clause 24.

PRACTICAL COMPLETION AND FINAL PAYMENT
(a)

Practical Completion is that stage when the Works are completed except for any omissions or defects which
do not prevent the Works from being reasonably capable of being used for their intended purpose by the
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Owner, and such testing or certification by any authority having jurisdiction has been complied with. For the
purposes of this Clause the phrase “the Works” does not include the Owner’s Work.

21.

22.

(b)

The Builder must give the Owner written notice when, in the Builder’s opinion, the Works have reached
Practical Completion, If the Owner disputes that Practical Completion has been reached, the Owner may
refer that dispute for resolution under Clause 24.

(c)

When the Works reach Practical Completion, the Builder is entitled to the unpaid balance of the Contract
Sum, together with any other money which is payable under the Contract. On full payment, the Builder must
hand over possession of the Works Site to the Owner.

(d)

The Owner is not entitled to take possession of the Works Site until the Builder has been paid all money
remaining due under paragraph (c) and any accrued interest. If the Owner or any person authorised by the
Owner take early possession of the Works Site without the Builder’s written agreement, the date of Practical
Completion will be the date possession is taken.

DEFECTS LIABILITY PERIOD
(a)

The Defects Liability Period commences on Practical Completion of the Works and continues for the period
stated in Appendix I Item 7.

(b)

Before the Defects Liability Period ends, the Owner must give the Builder a written list of any defects. The
Builder must make good those defects during normal business hours at his own cost within 15 working days
of the end of the Defects Liability Period.

(c)

If the Builder fails to make good the defects under paragraph (b), the Owner may engage others and
recover the cost from the Builder.

COMPLETION OF WORKS
Except in cases of fraud, dishonesty, deliberate concealment or defects which a reasonable inspection would not
have disclosed, the end of the Defects Liability Period or the completion of work notified to be made good under
Clause 21, whichever is later, is evidence of the sufficiency of the Works and materials to comply with the
requirements of the Contract.

23.

NOTICES
Except where otherwise expressly required, any notice given under the Contract is sufficiently given if delivered by
hand, sent by prepaid post, left at the party’s current address, or, where a facsimile number has been provided for
such purposes, on confirmation of facsimile transmission. In the case of posting, notice is deemed to be received at
the expiry of 2 clear working days after posting.

24.

SETTLEMENT OF DISPUTES
Subject also to the provisions of Section 17 of the Home Building Contracts Act 1991, if any dispute or difference
arises between the Owner and the Builder in connection with the Contract then:
(a)

Either party may give written notice in the form prescribed under the Home Building Contracts Act 1991 to
the other of the existence of any such dispute or difference.

(b)

The notice must provide sufficient detail to identify the cause and nature of the dispute or difference and call
on the other party to rectify the matters complained of or otherwise attempt to settle them.

(c)

At the end of 5 working days following the giving of the notice, the dispute or difference, unless it has been
otherwise settled, may be submitted for resolution by one of the following procedures:
(i)

by reference to the Disputes Tribunal under the Home Building Contracts Act 1991, or

(ii)

by reference to arbitration under the Commercial Arbitration Act 1985.
The arbitrator will be agreed by the parties or, if they fail to agree on a choice within 5 working days
of it being requested, then the arbitrator will be the current President of the Master Builders
Association of WA, or the President’s nominee.
In seeking the nomination, the party who served notice under paragraph (a) must deposit $500 with
the Master Builders Association of WA by way of security for the costs of the arbitrator. The security
will be applied in accordance with the arbitrator’s directions.

(d)

In the event of a payment dispute, as defined by the Construction Contracts Act 2004, if either party makes
an application for adjudication, the parties agree that the adjudicator will be appointed by the Master
Builders Association of WA. In seeking the appointment, the party making the application for adjudication
must deposit $500 with the Master Builders Association of WA by way of security for the costs of the
adjudicator. Such security will be applied in accordance with the adjudicator’s directions.
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25.

26.

SECURITY
(a)

The Owner agrees that all money (if any) which may be advanced on the security of land which includes
that on which the Works are to be erected will be paid to the Builder direct by the mortgagee from time to
time until the total amount that may become payable under the Contract is satisfied. The Owner agrees to
execute and give any authority and/or direction necessary to give effect to this Clause.

(b)

The Owner charges the parcel of land on which or on part of which the Works are to be erected with due
payment to the Builder of all money that may become payable to the Builder under the Contract or otherwise
from the carrying out of the Works.

DEFINITIONS AND INTERPRETATION
(a)

Where the following words or phrases occur, unless the context otherwise indicates, they mean:
“days” means calendar days.
“defect” means a failure:
(i)

to perform the home building work in a proper and workmanlike manner and in accordance with the
Contract; or

(ii)

to supply materials that are of merchantable quality and reasonably fit for the purpose for which the
Owner required the home building work to be performed,

not being a failure for which the Builder is specifically declared by the Contract to be not liable.
“Disputes Tribunal” means the Building Disputes Tribunal established by Section 26 of the Builders’
Registration Act 1939.
“GST” has the meaning given to that term in A New Tax System (Goods and Services Tax) Act 1999 of the
Commonwealth.
“Prime Cost Item” means an amount of money included in the Contract Sum to cover the purchase by the
Builder or the Owner of a specified item.
“Provisional Sum” means an amount of money included in the Contract Sum to cover work or materials or
both, the extent of which cannot be specifically detailed when entering the Contract.
“working days” means Monday to Friday excluding public holidays in the area of the Works or throughout
Western Australia.

27.

(b)

Words in the singular include the plural and vice versa where the text requires, and references to persons
include companies, bodies corporate and bodies incorporate.

(c)

This Contract comprising the Contract Documents contains the entire agreement between the parties.

SPECIAL CONDITIONS OF CONTRACT
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Agreement and Conditions of Contract

Between

________________________________________________
________________________________________________
Owner

________________________________________________
________________________________________________
Builder

Important Notice
This contract may be used for commercial and housing
projects. However, it is not a home building works contract
as defined in the Home Building Contracts Act 1991.
Therefore, its use as a housing work contract is restricted
to projects not governed by the Act.

© Copyright July 2007 Master Builders Association of WA. No part of this publication may be reproduced,
stored in a retrieval system or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise, without prior written permission of the copyright holder.

Reproduced with the permission of Master Builders Association of Western Australia (MBA).
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AGREEMENT
IT IS AGREED:
1. Subject to the Conditions, the Builder will complete the Works shown on the Drawings and described by
or referred to in the Specification and elsewhere in the Contract Documents.
2. The Owner will pay the Builder the sum of _________________________________________________
___________________________________________________________________________________
_____________________________ ($_______________) inclusive of GST (the Contract Sum) as
adjusted in accordance with the Contract, at the times and in the manner specified in the Conditions.

Dated ________________________________ 20______

Signed ________________________________ (Builder) ________________________________ (Witness)

Signed ________________________________ (Owner)

_________________________________ (Owner) ________________________________ (Witness)
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PARTICULARS OF CONTRACT

A. OWNER

_________________________________________________________
_________________________________________________________
of _______________________________________________________
_________________________________________________________

B. BUILDER

_________________________________________________________
_________________________________________________________
of _______________________________________________________
_________________________________________________________
Registration No:______________________

C. WORKS

Description: _______________________________________________
_________________________________________________________
as described in the following Contract Documents:
Specification prepared by:
_________________________________________________________
Number of pages: _____________________
Date: ______________________
Drawings prepared by: _______________________________________
Number of sheets: ________________
Drawing numbers: ________________
Date: ______________________

D. LAND

Address: __________________________________________________
__________________________________________________________
Lot number: ______________ Portion of: ___________________
Location: ________________ Plan No/Diagram No: ________________
Certificate of Title Volume: ________________ Folio: _______________
Local Authority: _____________________________________________

E. TIME FOR
COMPLETION

The period of _____________ calendar days from the date of commencement.
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APPENDIX I

1.
2.

3.

4.

Percentage to be allowed for supervision, overheads and profit.
If none provided, 25%. Clause 17.

____________ %

Percentage to be added where amount spent is greater than
amount allowed for Provisional Sums. If none provided, 25%.
Clause 24.

____________ %

Percentage to be added where amount spent is greater than
amount allowed for Prime Cost Items. If none provided, 25%.
Clause 24.

____________ %

Labour rates inclusive of GST. Clause 17.

Tradesperson

$________ per hour

Labourer

$________ per hour

Period for payment of progress claims or final account. If none
provided, 10 days. Clauses 23, 26.

_________ days

5.

Liquidated and ascertained damages. Clause 11.

$________ per week

6.

Annual interest rate applicable to late payments. If none
provided, 20%. Clauses 26, 29.

____________ %

Defects Liability Period. If none provided, 26 weeks. Clause
30.

____________ weeks

7.
8.

Insurance. If none provided, $5,000,000. Clause 19.

9.

Owner’s authorised representative (if any). Clause 14.

10. Limit of retention. If none provided, 5%. Clause 27.
11. Separate contractors. Clause 12.

Not less than

$____________

Name:____________________________________
____________ %

_________________________________
_________________________________
_________________________________
_________________________________

6
MBAWA 2007 ©
Reproduced with the permission of Master Builders Association of Western Australia (MBA).

APPENDIX II
SPECIAL CONDITIONS OF CONTRACT

APPENDIX III
NOTICE OF PRACTICAL COMPLETION – Clause 28(b)
To:

_________________________________________ (Owner)
_________________________________________
_________________________________________

Take notice that the Works, the subject of the Contract have reached Practical Completion in
terms of Clause 28 and you are required to inspect the Works.
You should advise the Builder within 7 days of any matters which you consider are required
by the Contract to be done for Practical Completion.

Dated: _______________________________________ 20
Signed: __________________________________________ (Builder)
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CONDITIONS OF CONTRACT

1.

RESPONSIBILITY OF BUILDER
The Builder shall in a workmanlike manner and subject to the Conditions execute and complete the Works shown
on the Drawings and described in the Specification and shall ensure that the Works are adequately supervised for
this purpose.

2.

3.

4.

WORK PERFORMED OR MATERIALS SUPPLIED BY OWNER
(a)

Where the Contract provides that the Owner may select or supply materials, the Builder agrees to install
the materials selected by the Owner. The Builder cannot and does not provide any warranty that the
materials selected by the Owner are fit for their intended purposes or that such materials are new and
suitable for incorporation into the Works. The Builder does not accept any responsibility and is not liable
for the performance of any materials selected by the Owner. The Owner indemnifies and will keep
indemnified the Builder against any loss or damage suffered by reason of the performance of any
materials selected by the Owner.

(b)

Where the Contract provides that the Owner will carry out any work (the Owner’s Work), the Owner takes
full responsibility for the performance of the Owner’s Work, for protection of the Owner’s Work and for any
damage to the Works caused by performance of the Owner’s Work. The Builder is not liable for the
Owner’s Work and the Owner indemnifies and will keep indemnified the Builder against any loss or
damage suffered by reason of the performance of the Owner’s Work.

DISCREPANCIES AND AMBIGUITIES
(a)

Should the Builder find any discrepancy or ambiguity in the Drawings or between the Drawings and the
Specification, he shall immediately refer the same to the Owner who shall, in writing, direct the Builder
which course shall be followed.

(b)

Should the Owner fail so to direct the Builder within 5 days of the reference for directions, then the Builder
may exercise his own discretion in determining which course shall be followed.

(c)

Notwithstanding these provisions, in case of any difference between scaled dimensions and figures on the
Drawings, the figures shall prevail. Drawings to a larger scale shall take precedence over those to a
smaller scale.

(d)

Should there be any ambiguity in the Contract Documents the following order of precedence shall be
employed to resolve the matter:
(i)

the Agreement and the Conditions

(ii)

the Specification

(iii)

the Drawings.

SUPPLY OF DRAWINGS AND SPECIFICATION
If the Owner is to supply the Drawings and/or the Specification, then without cost to the Builder the Owner shall
provide the Builder with 6 copies of the Drawings and/or the Specification as the case may be to enable the
Builder to perform the Works and obtain the consents, permits and authorities required.

5.

6.

SET OUT
(a)

The Owner shall provide to the Builder by accurately dimensioned drawings and/or instructions,
information which will enable the Builder to set out, and to establish levels for, the Works by reference to
some fixed datum or benchmark on or adjacent to the Works. The Builder shall be responsible for setting
out and establishing levels for the Works in accordance with that information.

(b)

If the Builder has any reasonable doubt as to the correctness of the boundaries of the land, he may make
a written request that the Owner have the land surveyed. If the Owner fails to do so within 5 days from the
making of the request, the Builder may have the land surveyed and may charge the cost of the survey plus
the percentage set out in Appendix I Item 1 to the Owner.

COPYRIGHT
Where the Builder:
9
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(a)

does not prepare the Drawings; or

(b)

prepares the Drawings under the instruction, direction or supervision of the Owner, or from sketches
supplied by the Owner

then the Owner indemnifies the Builder against all actions, proceedings, claims and demands for, or in respect of,
any breach of copyright by the Builder.

7.

8.

9.

EVIDENCE OF TITLE
(a)

Prior to the commencement of the Works the Owner shall produce to the Builder evidence to the Builder’s
satisfaction of title to the land upon which the Works are to be executed.

(b)

Should the Owner fail to produce such evidence of title to the said land within 10 days after being
requested in writing so to do, the Builder may terminate the Contract as provided by Clause 23.

EVIDENCE OF CAPACITY OF OWNER TO PAY CONTRACT SUM
(a)

Prior to the commencement of the Works the Owner, if requested, shall produce to the Builder evidence to
the Builder’s satisfaction of the capacity to pay the Builder the Contract Sum at the times and in the
manner specified in the Conditions.

(b)

Should the Owner fail to produce such evidence of the capacity to pay the Contract Sum within 10 days
after being so requested, the Builder may terminate the Contract as provided by Clause 23.

(c)

While the Owner may meet the obligation created by paragraph (a) in some other manner, the following
documents would be prima facie evidence of the capacity of the Owner to pay the Builder the Contract
Sum:
(i)

a letter from an officer of a bank or financial institution undertaking to lend the necessary funds to
the Owner upon terms and conditions customary for such institution, or

(ii)

a statement of account or other document issued by a bank or financial institution indicating that the
Owner has on deposit with that institution, funds sufficient to discharge the Contract Sum.

DELIVERY OF SITE
Unless otherwise agreed, the Owner shall, upon the execution of the Contract, give immediate possession of the
land to the Builder and the Builder shall be entitled to continue in possession until the Works have reached
Practical Completion in accordance with Clause 28.

10.

DATE FOR COMMENCEMENT AND TIME FOR COMPLETION
The Builder shall commence the Works within 7 days of the issue of all necessary approvals by authorities
concerned or the date upon which the Owner delivers to the Builder evidence of title to the land as required by
Clause 7, whichever is the later. Subject to Clause 20, the Builder shall bring the Works to Practical Completion,
as provided by Clause 28, within the number of days stated in the Particulars of Contract at Item E.

11.

LIQUIDATED AND ASCERTAINED DAMAGES
If the Builder shall fail to bring the Works to Practical Completion as provided by Clause 28, or within any
extended time fixed pursuant to Clause 20, then the Builder shall pay or allow to the Owner a sum calculated at
the rate stated in Appendix I Item 5 as liquidated and ascertained damages for the period during which the Works
shall so remain not practically completed.

12.

SEPARATE CONTRACTORS
The Builder shall permit the execution of work as noted in Appendix I Item 11 by artists, special tradesmen or
others engaged by the Owner provided that the work does not form part of the Contract and is not of a kind
normally carried out by the Builder either directly or by subcontract.
Every such person shall be deemed to be a person for whom the Owner is responsible and not to be a
subcontractor to the Builder but the Builder shall extend all reasonable cooperation to any such person.

13.

COMPLIANCE WITH REQUIREMENTS OF LOCAL AND OTHER AUTHORITIES
(a)

The Builder shall comply with and give all notices required by any Act of Parliament or by any regulations
or by-laws of any local authority or of any authority which has any jurisdiction with regard to the Works or
with whose systems the same are or will be connected and he shall pay and indemnify the Owner against
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any fees or charges legally demandable under such Act of Parliament regulation or by-law in respect of the
Works in force at the date of the Contract.
(b)

14.

15.

If the amount paid by the Builder as fees and charges legally demandable by any authority in respect of
building approvals and local and supply authority permits should vary from the rates existing on the date of
the Contract, then the amount of the difference shall be added to or deducted from the Contract Sum as
the case may require.

OWNER’S ACCESS TO LAND
(a)

The Owner or a duly appointed representative (if any) identified in Appendix I Item 9 shall have access to
the land for the purpose of inspecting and viewing the progress of the Works, but only during the Builder’s
normal working hours, unless otherwise agreed by the Builder and in such manner as shall not prevent the
Builder from properly discharging his obligations under the Contract.

(b)

The Owner (or representative) shall not give or be entitled to give at any time, directions to the Builder’s
workmen or subcontractors on the site or elsewhere relating to the Works.

AUTHORITY TO EXCLUDE UNAUTHORISED PERSONS FROM SITE
The Owner appoints the Builder or in the absence of the Builder from the site at any time the senior employee of
the Builder on site, his agent for the period of the Contract for the following purposes:

16.

17.

(a)

To permit any persons to enter upon the site and/or premises;

(b)

To refuse any unauthorised persons the right to enter and to prevent any such persons from entering upon
the site and/or premises; and

(c)

To remove any unauthorised persons from the site and/or premises.

AVAILABILITY OF MATERIALS
(a)

Subject to Clause 2, all materials shall be suitable for incorporation into the Works and, unless otherwise
specified, shall be new. Should any material specified for use in the Works be not available in a time
which will enable the Builder to fulfil the requirements of Clause 10 the Builder shall advise the Owner in
writing as early as possible and require that substitute materials be selected and notified to the Builder in
writing within 5 days of the Builder’s notification.

(b)

Any change of cost arising from the substitution of materials shall be treated as a variation and the
Contract Sum adjusted in accordance with Clause 17.

VARIATIONS
(a)

The Contract may be varied at the request of the Owner by omissions from the Works or by the
performance of extra work with the consent of the Builder, which consent shall not be unreasonably
withheld. No variation shall vitiate the Contract.

(b)

The Builder may decline to execute any variation required by the Owner unless the Owner first:

(c)

(i)

gives notice in writing of the requirements of the variation; and

(ii)

in response to the Builder’s written notice requiring evidence to the Builder’s satisfaction of capacity
to pay for the variation, gives such evidence.

If the Builder agrees to undertake any variation then before the work to which the variation relates is
commenced, the details:
(i)

(ii)

must be in writing:
(A)

setting out the cost and all the terms of the variation;

(B)

showing the date of the variation;

must be signed by the Builder and the Owner or their respective agents.

This paragraph does not apply to any variation arising by virtue of paragraph (d).
(d)

Where any variation to the Contract or the Drawings and Specification is necessary:
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(i)

to comply with any written direction lawfully given by a building surveyor or other person acting
under a written law; or

(ii)

by virtue of circumstances that could not reasonably have been foreseen by the Builder at the time
when the Contract was entered into

then the Builder shall be entitled to such a variation provided that before carrying out the work relating to
the variation, he gives to the Owner a statement setting out the reason for, and the cost to be incurred on
account of the variation, together with a copy of any written direction referred to in subparagraph (i).
(e)

received notice of the direction under paragraph (d) (i); or

(ii)

became aware or should reasonably have become aware of the circumstances referred to in
paragraph (d) (ii).

The value, inclusive of GST, of all omissions from the Works less the allowance specified in Appendix I
Item 1 shall be deducted from the Contract Sum.

(g)

The value, inclusive of GST, of all extra work shall be:

(i)

19.

(i)

(f)

(h)

18.

The Builder shall give the statement referred to in paragraph (d) to the Owner within 7 days after the
Builder:

(i)

added to the Contract Sum; and

(ii)

added to the next progress payment due after the execution of that work.

Where practicable the following shall apply in calculating the price for extra work:
(i)

the rates of labour shall be those set out in Appendix I Item 3; and

(ii)

the price for materials used in the work shall be the actual cost, inclusive of GST, to the Builder plus
the percentage stated in Appendix I Item 1.

Notwithstanding the previous provisions the Builder shall not be entitled to payment for any variations
which are due to the default of the Builder.

ASSIGNMENT AND SUBCONTRACTING
(a)

Neither party to the Contract shall assign the Contract without written consent of the other which consent
shall not be unreasonably withheld.

(b)

The Builder may subcontract any portion of the Works, but such subcontracting shall not relieve the
Builder from being fully liable and responsible.

INSURANCE
(a)

Injury to Persons or Property
The Builder shall be solely liable for and shall indemnify the Owner in respect of and shall insure for the
amount given in Appendix I Item 8 (or if not provided for, $5,000,000) in the joint names of himself and the
Owner against any legal liability, loss, claim or proceedings whatsoever arising under any statute (other
than as provided in paragraph (b)) or at Common Law in respect of personal injury to or death of any
person whomsoever and in respect of any damage to any property real or personal arising out of or in the
course of or caused by the execution of the Works unless due to any act or neglect of the Owner or of
other persons for whom the Owner is responsible.

(b)

Workers’ Compensation
The Builder shall insure against any legal liability, loss, claim or proceedings whatever, whether arising at
Common Law or by virtue of any statute relating to Workers’ Compensation or Employer’s Liability by any
person employed or engaged by him in or about the execution of the Works and shall procure that every
subcontractor shall be insured against any such liability in the case of employees of such subcontractor.

(c)

Notwithstanding these provisions, should any portion of the Works be utilised by the Owner or tenant, or
their employees during the progress of the Works the Builder shall not be liable for any injury to or the
death of any person or loss or damage to property which may be occasioned by reason of such utilisation
of such portion of the Works by any such person or persons.
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(d)

Contractor’s Risk
The Builder shall in the joint names of himself and the Owner insure against any loss, destruction or
damage including but not limited to fire and/or explosion and/or earthquake and/or lightning and/or storm
and tempest and/or civil commotion and/or theft and to the extent approved by the Owner from time to time
as to adequacy for at least the full reinstatement value of all work executed and materials and goods upon
the site, including any unfixed materials or goods, and shall keep such work, materials and goods insured
until the Works are delivered up to the Owner.
The Builder upon request shall provide evidence of such insurance before the first progress payment.
The Builder shall, upon the written authorisation of the insurer or settlement of any claim under the
policies, proceed with due diligence to rebuild or repair the Works and replace or repair the materials or
goods lost, destroyed or damaged. The Builder shall not be entitled to any payment in respect of the
rebuilding or repair of the Works or the replacement or repair of the materials or goods lost, destroyed or
damaged other than the money received under the said policies.

(e)

Should the Builder default in the obligation to insure pursuant to this Clause, the Owner may insure and
deduct the premium paid from any money due or to become due to the Builder.

(f)

Alterations and Additions
If the Works comprise or include alterations or additions to an existing structure, then notwithstanding the
obligation of the Builder to insure pursuant to these provisions, the Owner hereby agrees:

(g)

(i)

to provide and to maintain adequate insurance against the risk of any loss or damage to the
existing structure together with all the contents thereof (excluding plant, machinery tools and
equipment of the Builder);

(ii)

to take all reasonable precautions to protect any contents from damage and to safeguard persons
from injury that might be sustained through the Builder’s normal and proper execution of the Works
in accordance with the Contract.

Owner’s Goods
Any goods of whatsoever nature prematurely supplied by the Owner (i.e. stove, light fittings etc.) shall,
unless otherwise arranged in writing with the Builder, remain at the risk of the Owner in case of any loss or
damage until they are required for the Works.

(h)

Home Indemnity Insurance
Where the Works include residential building work for the purposes of the Home Building Contracts Act
1991, the Builder shall comply with the requirements of that Act.

20.

DELAYS AND EXTENSION OF TIME
(a)

Should the progress of the Works be delayed by any of the following causes or conditions resulting
therefrom:
(i)

on account of authorised variations or extras;

(ii)

by a suspension of the Works under Clause 21;

(iii)

by inclement weather or conditions resulting from inclement weather;

(iv)

in consequence of proceedings being taken or threatened by, or disputes with, adjoining or
neighbouring owners or residents;

(v)

by reason of any civil commotion, or combination of workmen or strikes or lockouts affecting the
Works or affecting the manufacture or supply of materials for the Works;

(vi)

any act, default or omission on the part of the Owner (including but not limited to any delay of the
Owner in complying with the provisions of Clauses 7, 8 or 16);

(vii)

delay on the part of any local or other authority in granting or issuing any necessary consent or
approval;

(viii)

by any other matter, cause or thing whatsoever beyond the control of the Builder including the
unavailability of labour or materials;
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then in any such case, the Builder shall be entitled to a fair and reasonable extension of time in which to
bring the Works to Practical Completion.

21.

22.

(b)

The Builder shall, no later than the date of the final claim for payment made under Clause 26, notify the
Owner in writing stating the cause and extent of the delay. The Owner may object to the extension of time
under Clause 32. Should the Owner not object to the extension of time in writing within 7 days after
receipt of the Builder’s notice, the time in which to bring the Works to Practical Completion shall be
extended by the amount stated in the Builder’s notice.

(c)

Except in the case of paragraph (a) (iii), the Builder shall be entitled to be paid reasonable costs arising
from any extension of time.

SUSPENSION OF WORKS
(a)

Should the Owner fail to pay or cause to be paid any progress payment as required by Clause 26 or
commit any other breach of the Contract the Builder may, without prejudice to his right to terminate the
Contract in pursuance of the provisions of Clause 23 give 10 days written notice of his intention to suspend
the Works. If the Owner’s default continues for 10 days after such notice, then the Builder may suspend
the Works. If he does so suspend the Works he shall promptly give notice of such suspension in writing to
the Owner. The Builder shall lift the suspension within 20 days of the progress payment being made or the
breach being remedied and the time in which to bring the Works to Practical Completion shall be extended
by the period equivalent to the number of days which the Works were suspended and any consequential
delays.

(b)

The Builder shall be entitled to be paid his reasonable costs arising from any suspension of the Works.

TERMINATION BY OWNER
(a)

If the Builder shall make default in any of the following respects, namely:
(i)

if the Builder has an execution levied against him or becomes bankrupt or makes an assignment of
his estate for the benefit of his creditors or makes a composition or other arrangement with his
creditors or if being a company it shall go into liquidation whether voluntary or compulsory (except
for the purpose of reconstruction); or

(ii)

if the Builder fails to commence or proceed with the Works with due diligence or in a competent
manner; or

(iii)

if the Builder without reasonable cause wholly suspends the carrying out of the Works before
Practical Completion; or

(iv)

if the Builder refuses or persistently neglects:

(v)

(A)

to comply with the requirements of Clause 13; or

(B)

to remove or remedy defective work or improper materials, allowing the Works to become
materially affected; or

if the Builder intimates that he is unable or unwilling to complete the Works or he abandons the
Contract;

and if in the case of any such default that is capable of remedy the Builder shall continue that default for 10
days after notice in writing has been given to the Builder specifying the default and stating the Owner’s
intention of terminating the Contract, then the Owner may, without prejudice to any other rights or
remedies, by notice by certified mail, terminate the Contract.
(b)

In the event that the Owner terminates the Contract in accordance with paragraph (a), the Owner may
thereupon engage another builder to carry out the Works and the following shall apply:
(i)

if the reasonable cost of the Works exceeds that which would have been otherwise payable under
the Contract, then the amount of that excess shall be a debt due and payable by the Builder to the
Owner;

(ii)

if the reasonable cost of the Works is less than that which would have been otherwise payable
under the Contract, then, up to the reasonable unpaid cost of work completed by the Builder, the
amount of that difference shall be a debt due and payable by the Owner to the Builder;

(iii)

upon the termination of the Contract pursuant to this Clause the Owner shall be entitled to recover
from the Builder all loss, damage and/or reasonable expenses caused to the Owner by reason of or
arising out of the said termination.
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23.

TERMINATION BY BUILDER
(a)

If the Owner shall make default in any of the following respects, namely:
(i)

if the Owner fails to provide evidence of title satisfactory to the Builder as required by Clause 7; or

(ii)

if the Owner fails to produce evidence of the capacity to pay the Contract Sum satisfactory to the
Builder as required by Clause 8; or

(iii)

if the Owner fails to pay the Builder any progress payment within 10 days or the period provided in
Appendix I Item 4; or

(iv)

if the Owner has an execution levied or commits an act of bankruptcy or executes a Deed of
Assignment or Deed of Arrangement or enters into a composition or other arrangement with
creditors; or

(v)

if the Owner or any tenant of his or their employees or agents take possession of the Works or any
part thereof without the written agreement of the Builder;

and if in the case of any such default as aforesaid that is capable of remedy, the Owner shall continue
such default for 10 days after notice in writing specifying the same and stating the Builder’s intention of
terminating the Contract has been given to the Owner, then the Builder may without prejudice to any other
rights or remedies, thereupon by notice by certified mail, terminate the Contract.
(b)

24.

Upon the termination of the Contract pursuant to this Clause the Builder shall be entitled to recover from
the Owner all loss, damage and/or reasonable expenses caused to the Builder by reason of or arising out
of his performance of the Works and the said termination.

PROVISIONAL SUMS AND PRIME COST ITEMS
(a)

Provisional Sum and Prime Cost Item have the meanings set out in Clause 35.

(b)

To ensure there is no delay in the progress of the Works:

(c)

(d)

(e)

(i)

the Builder must ask the Owner for information relating to Provisional Sums and Prime Cost Items
within a reasonable time.

(ii)

the Owner must give the Builder necessary directions promptly.

In valuing Provisional Sums and Prime Cost Items:
(i)

the Owner shall be entitled to normal trade discounts.

(ii)

the Builder shall be entitled to any cash discounts or special discounts for bulk purchasing or
personal reasons.

In valuing Provisional Sums:
(i)

the final cost is the net cost to the Builder for materials, labour, subcontractor charges, delivery to
site and installation.

(ii)

if the amount spent on all Provisional Sums, including GST, exceeds the total amount included in
the Contract Sum, the excess must be added to the Contract Sum together with a percentage of the
excess as stated in Appendix I Item 2.

(iii)

if the amount spent on all Provisional Sums, including GST, is less than the total amount included in
the Contract Sum, the difference must be deducted from the Contract Sum.

In valuing Prime Cost Items:
(i)

the Builder must allow for cartage, installation, fixing, supervision, overhead and profit in the
Contract Sum.

(ii)

if the amount spent on all Prime Cost Items, including GST, exceeds the total amount included in
the Contract Sum, the excess must be added to the Contract Sum together with a percentage of the
excess as stated in Appendix I Item 2.

(iii)

if the amount spent on all Prime Cost Items, including GST, is less than the total amount included in
the Contract Sum, the difference must be deducted from the Contract Sum.
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(f)

25.

26.

27.

Until Practical Completion the Builder shall be responsible for any damage to or any loss of any goods
supplied by him and which are on site prior to their being fixed in position.

SUBSURFACE WORKS
(a)

Where the Drawings and Specification indicate the nature of the ground below the surface of the site
and/or the depth to which excavations will have to be made to provide footings or foundations or services,
then any extra work caused by conditions being other than those indicated in the Drawings and
Specification or caused by the necessity to excavate to a greater extent than that so indicated shall be
deemed to be a variation to which Clause 17 applies.

(b)

Should it appear in excavating for footings and/or services that the site will not support the Works as
designed, then the Contract may be terminated without liability on either side except that the Builder shall
be entitled to be paid the actual cost to him of his work up to the date when it was ascertained that the site
would not support the Works. Any dispute as to whether or not the site is capable of supporting the Works
may be referred for resolution in pursuance of the provisions of Clause 32.

PAYMENT
(a)

The Contract Sum shall be paid to the Builder by payments made progressively during the execution of the
Works. Progress claims shall be made no more frequently than each four weeks.

(b)

Progress claims submitted to the Owner by the Builder shall show:
(i)

the value (including GST) of the proportion of the Contract Sum appropriate to the stage the Works
have reached.

(ii)

a schedule of variations in accordance with Clause 17 and any adjustments in accordance with the
Contract – each briefly described and priced (including GST) and with a total for the schedule.

(iii)

the total value of the Works executed (including GST), being the total of subparagraphs (i) and (ii).

(iv)

a schedule of the amounts paid to date (including GST) with a total for the schedule.

(v)

the amount now claimed being the difference between subparagraphs (iii) and (iv).

(vi)

the amount to be retained (including GST) under Clause 27.

(c)

Payment of the progress claims shall be made by the Owner to the Builder within the period stated in
Appendix I Item 4 or, if not stated, within 10 days of the date of submission to the Owner of the said claim
or account.

(d)

The making of any payment to the Builder shall not be taken as proof or admission that any Works have
been executed in accordance with the Drawings and Specification but shall be taken to be a payment on
account.

(e)

Should the Builder not receive from the Owner any or part of any progress payment by the due date the
Builder shall be entitled to interest thereon at the rate specified in Appendix I Item 6.

(f)

In the event that the Owner disputes the entitlement to any of the claims made by the Builder, the Owner
shall be entitled to refer that dispute in accordance with Clause 32.

RETENTION FUND
(a)

The Owner may establish a retention fund as security for the Builder’s performance of the Contract. The
amount retained shall be held in an interest bearing deposit on trust for the Builder.

(b)

The Owner may retain 10% of each progress claim until the total amount retained reaches the limit of
retention, which, unless otherwise stated in Appendix I Item 10, shall equal 5% of the Contract Sum.

(c)

At Practical Completion, the Owner shall release one half of the amount held in the retention fund
(including GST) less any sum (including GST) due by the Builder to the Owner pursuant to any provision of
the Contract.

(d)

The balance (including GST), together with accrued interest thereon, shall be released within 10 days of a
written request by the Builder and at:
(i)

the end of the Defects Liability Period; and

(ii)

the completion of the making good of defects notified to the Builder in accordance with Clause 30.
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(e)

In lieu of retention, the Builder may provide a bank guarantee or other form of security acceptable to the
Owner.

(f)

Where the Builder provides a bank guarantee or other form of security, then:

(g)

28.

29.

30.

(i)

at Practical Completion, and the Builder providing a further security equal to one half of the first
provided security, the Owner shall forthwith release such first provided security, and

(ii)

at the end of the Defects Liability Period and the completion of the making good of defects notified
to the Builder in accordance with Clause 30, the Owner shall forthwith release all security
remaining.

In the case of termination of the Contract, the Owner shall release or cause to be released, any security
provided by the Builder.

PRACTICAL COMPLETION
(a)

Practical Completion is that stage when the Works are completed except for any omissions or defects
which do not prevent the Works from being reasonably capable of being used for their intended purpose
by the Owner, and such testing or certification by any authority having jurisdiction has been complied with.
For the purposes of this Clause the phrase “the Works” does not include the Owner’s Work.

(b)

When, in the opinion of the Builder, the Works have reached Practical Completion, the Builder shall give to
the Owner notice thereof in writing in the form set out in Appendix III.

(c)

Within 7 days after the service of such notice the Owner shall give to the Builder notice in writing, of those
matters and things (if any) which the Owner considers are required by the Contract to be done for Practical
Completion. The Builder shall forthwith do all such things (if any) as may be required by the Contract for
the achievement of Practical Completion and shall give to the Owner further notice in writing when he has
done all such things.

(d)

In the event that the Owner does not give any notice within the time specified in paragraph (c), the Works
shall be deemed to have reached Practical Completion at the date of service of the notice given by the
Builder pursuant to the provisions of paragraph (b).

(e)

Should the Owner or any tenant of his or their employees or agents take possession of the Works or any
part thereof without the written agreement of the Builder, the date of Practical Completion shall be the date
possession is taken, unless Practical Completion already has been reached having regard to the
provisions of this Clause.

(f)

The Works shall be at the risk of the Owner in all respects upon Practical Completion.

PAYMENT ON PRACTICAL COMPLETION
(a)

When the Works have reached Practical Completion, the Builder shall be entitled to receive the unpaid
balance of the Contract Sum, together with any other money which is payable under the Contract.

(b)

Should the Builder not receive from the Owner any payment on Practical Completion by the due date the
Builder shall be entitled to interest thereon at the rate specified in Appendix I Item 6.

(c)

The Owner shall not be entitled to take possession of, nor receive the keys to, the Works until payment to
the Builder of all money remaining due under paragraph (a) and any interest accrued thereon has been
made.

(d)

On payment of the said money the Builder shall hand all keys to the Works to the Owner or such other
person as the Owner may authorise to receive them.

DEFECTS LIABILITY PERIOD
(a)

The Defects Liability Period shall commence upon Practical Completion of the Works and shall continue
for the period stated in Appendix I Item 7 or if no period is so stated, for 26 weeks.

(b)

Prior to the expiration of the Defects Liability Period, the Owner shall provide to the Builder a written list of
any defects or faults arising out of defective workmanship or materials not in accordance with the Contract,
and the Builder shall within 40 days of the expiry of the said period, or within an agreed alternative time,
make good such defects or defaults during normal business hours at his own cost.

(c)

Where the Builder has failed to make good such defects or faults the Owner may at the expiration of 10
days after service of notification in writing of the intention to do so and specifying such defects or faults,
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engage or employ others to amend or make good such defects or faults to the extent that the Builder has
not made good the same and recover the cost from the Builder.

31.

COMPLETION OF WORKS
The expiration of the Defects Liability Period or the completion of work notified to be amended and made good in
accordance with Clause 30, whichever is later, shall, save in cases of fraud, dishonesty, deliberate concealment
or of defects which a reasonable inspection would not have disclosed, be evidence as to the sufficiency of the
said Works and materials to comply with the requirements of the Contract.

32.

SETTLEMENT OF DISPUTES
(a)

33.

Should any dispute or difference arise between the Owner and the Builder in connection with the Contract
then:
(i)

either party shall give written notice to the other of the existence of any such dispute or difference.

(ii)

such notice must provide sufficient detail to identify the cause and nature of the dispute or
difference and call on the other party to rectify the matters complained of or otherwise attempt to
settle them.

(iii)

at the expiration of 7 days following the giving of such notice, unless it shall have been otherwise
settled, such dispute or difference may then be submitted for resolution by reference to Arbitration
in accordance with the provisions of the Commercial Arbitration Act 1985.

(b)

The arbitrator shall be a person mutually agreed upon by the parties or, in the event that they fail to agree
upon a choice within 7 days of it being requested, then the arbitrator shall be the President for the time
being of the Master Builders Association of WA, or his nominee.

(c)

In seeking such nomination, the party who served notice under paragraph (a) shall deposit with the Master
Builders Association of WA, the sum of $300 by way of security for the costs of the arbitrator.

(d)

Such security shall be applied in accordance with the directions from time to time of the arbitrator.

(e)

In the event of a payment dispute, as defined by the Construction Contracts Act 2004, if either party makes
an application for adjudication, the parties agree that the adjudicator shall be appointed by the Master
Builders Association of WA. In seeking such appointment, the party making the application for
adjudication shall deposit with the Master Builders Association of WA the sum of $300 by way of security
for the costs of the adjudicator. Such security shall be applied in accordance with the directions of the
adjudicator.

NOTICES
Except where otherwise expressly required, any notice necessary or required to be given under the Contract,
shall be deemed to be sufficiently given if delivered by hand or sent by prepaid post addressed to the person to
whom it is necessary or required to be given or left at the address appearing in the Particulars of Contract, or at
his place of abode and shall, in the case of posting, be deemed to have been received at the expiry of 2 clear
days of posting.

34.

SECURITY
The Owner hereby charges the parcel of land on which or on part of which the Works are to be erected with due
payment to the Builder of all money that may become payable to the Builder by virtue of the Contract or otherwise
from the carrying out of the Works.

35.

DEFINITIONS
(a)

Whenever the following words or phrases occur in the Conditions or in the Drawings, Specification or any
other document having reference to the Works, they shall, unless the context otherwise indicates, be
deemed to mean as follows:
“Builder” and “Owner” mean the parties named in the Particulars of Contract, including anyone acting by
their authority or on their behalf and when the Contract so admits, include their respective heirs, executors,
administrators, assigns or transferees.
“Conditions” means the Conditions of Contract and Special Conditions of Contract.
“Contract Documents” means this Agreement, Conditions, Particulars of Contract, Appendices, Drawings
and Specification and any incorporated documents.
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“days” means calendar days.
“Drawings” and “Specification” means the Drawings and Specification referred to in the Particulars of
Contract.
“GST” has the meaning given to that term in A New Tax System (Goods and Services Tax) Act 1999 of the
Commonwealth.
“Practical Completion” has the meaning set out in Clause 28.
“Prime Cost Item” means an amount of money included in the Contract Sum to cover the purchase by the
Builder or the Owner of a specified item.
“Provisional Sum” means an amount of money included in the Contract Sum to cover work or materials or
both, the extent of which cannot be specifically detailed when entering the Contract.
“Works” means the Works described in the Contract Documents to be carried out by the Builder.
(b)

Words in the Contract importing the singular shall be deemed to include the plural and vice versa where
the text so requires, and words importing persons shall be deemed to included companies and bodies
corporate and/or bodies incorporate.
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HOUSING INDUSTRY ASSOCIATION LIMITED
ABN 99004631752

HBCA LUMP SUM BUILDING CONTRACT

HOME
BUILDING
CONTRACTS
ACT 1991

IMPORTANT NOTICE
Persons intending to use this form of contract should carefully read and examine the document before signing it to ensure that it contains
all the terms, conditions and provisions of their agreement. If any person is unsure as to the nature of the document or its terms,
conditions or provisions then they should seek legal advice from a solicitor before signing it.
The Builder named in Item 1 of the Schedule (“the Builder”) HEREBY AGREES with the Owner named in Item 2 of the Schedule (“the
Owner”) as follows:
1.
AGREEMENT TO BUILD
(a)
The Builder agrees to build and complete for the Owner the building work described in Item 3 of the Schedule (“the
Works”) upon the land and existing improvements described in Item 3 of the Schedule (“the Site”) in a proper and
workmanlike manner and in accordance with the terms and conditions of this Contract and the Drawings and the
Specifications, inclusive of all attached Addenda to Specifications, agreed between the parties and, for the purpose of
identification, signed by each of them (“the Contract Documents”) for the Contract Price. The Contract Documents
signed by the parties shall constitute the entire contract between the parties.
(b)
(i)
Where there is a difference or inconsistency between the Contract Documents, they will be construed in the
following order of precedence: any special conditions, Lump Sum Building Contract, Addenda to Specifications,
Drawings, Specifications.
(ii)
Any difference between scaled dimensions and figures on the Drawings shall be resolved by using and applying
the figures. Drawings to a larger scale shall take precedence over drawings to a smaller scale.
(c)
This Clause only applies where a home indemnity insurance policy is required for the Works under Part 3A of the Home
Building Contracts Act 1991 (“Home Indemnity Insurance”). The Builder shall not perform any of the Works nor make
any demand for payment under this Contract until the Builder has given the Owner a certificate in the approved form that
evidences the taking out of a Home Indemnity Insurance Policy in respect of the Works. If the Builder is unable to obtain
Home Indemnity Insurance from an insurer nominated by the Owner on terms and conditions acceptable to the Builder,
the Builder may terminate this Contract by notice in writing to the Owner and the Owner shall pay to the Builder all costs
paid or payable by the Builder for the purpose of obtaining a building licence up to the time of termination. If the Builder
is unable to obtain Home Indemnity Insurance where no insurer has been nominated by the Owner, on terms and
conditions acceptable to the Builder, then the Builder may terminate this Contract by notice in writing to the Owner and
the Builder shall be liable for all costs paid or payable by the Builder for the purpose of obtaining the building licence up
to the time of termination.
2.
NECESSARY APPROVALS
(a)
Subject to Clause 2(b), this Contract is conditional on the following occurring within FORTY FIVE (45) working days from
the date of this Contract:
(i)
a building licence under Part XV of the Local Government (Miscellaneous Provisions) Act 1960 being issued in
respect of the Works;
(ii)
where a condition is attached to the building licence which will result in a variation to this Contract, the Owner and
the Builder acknowledging in writing that each of them accepts that condition;
(iii)
it becoming lawful under the Water Act (as defined in section 9(6) of the Home Building Contracts Act 1991) ( “the
Water Act”) for the Works to be commenced; and
(iv)
where a direction is given under the Water Act by the Water Corporation (established by the Water Corporation Act
1995) in connection with the carrying out of the Works which will result in a variation to this Contract, the Owner and the
Builder acknowledging in writing that each of them accepts that condition.
(b)
A condition referred to in Clause 2(a) does not apply to this Contract:
(i)
to the extent that the subject matter of the condition was completed before this Contract was entered into; or
(ii)
where the only work to be performed under this Contract is the construction or carrying out of associated work (as
defined in section 3(1) of the Home Building Contracts Act 1991) or any other work prescribed for the purpose of
section 9(5)(c) of that Act.
(c)
The Builder shall:
(i)
do all things that are reasonably necessary to be done to ensure any condition referred to in Clause 2(a)(i) and
(iii) applicable to this Contract is fulfilled; and
(ii)
not unreasonably decline to accept a condition or direction referred to in Clause 2(a)(ii) or (iv) that applies to this
Contract.
(d)
The Owner shall:
(i)
do all such things as may be required to be done by the Owner to ensure that any condition referred to in
Clause 2(a)(i) and (iii) applicable to this Contract is fulfilled; and
(ii)
not unreasonably decline to accept a condition or direction referred to in Clause 2(a)(ii) or (iv) that applies to this
Contract.
(e)
If a condition referred to in Clause 2(a) and applicable to this Contract is not fulfilled the consequences to, and the rights
and remedies of, the parties are set out in Clause 22.
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3.

4.

5.

2

OWNER’S WARRANTIES AND INITIAL OBLIGATIONS
(a)
The Owner warrants that:
(i)
the Owner has title to and is entitled to build on the Site;
(ii)
the Site is subject only to those encumbrances, restrictive covenants and easements detailed in Item 5 of the
Schedule;
(iii)
the Builder has access to the Site for the purposes of this Contract or will be given access not later than the date
by which the Builder is required to start the Works in accordance with Clause 9(a);
(iv)
the existing pegs adequately delineate the Site boundaries;
(v)
the Site will support the Works; and
(vi)
power and water (under normal mains pressure) is available to the Site and the Works during the construction at
the Owner’s expense.
(b)
The Owner authorises the Builder to apply for and take out Home Indemnity Insurance in respect of the Works.
(c)
Where the Owner is to obtain finance to pay the Contract Price as specified in Item 4 of the Schedule:
(i)
the Owner shall give the Builder written evidence, to the Builder’s satisfaction, that the Owner has obtained
finance from a Lender as stated in Item 4 of the Schedule and that the Owner has directed the Lender to pay any
amount being borrowed to pay the Contract Price directly to the Builder when such amount becomes payable
under this Contract in accordance with Clause 7;
(ii)
the Owner shall use best endeavours to obtain that finance; and
(iii)
if the Owner does not satisfy this requirement within the period stated in Item 4 of the Schedule, either party may
terminate this Contract immediately by notice in writing to the other.
(d)
The Owner shall give to the Builder written evidence, to the Builder’s satisfaction, that the Owner has:
(i)
the ability to pay the Contract Price in accordance with Clause 7 after taking into account any amount being
borrowed from a Lender as provided under Clause 3(c);
(ii)
title to the Site; and
(iii)
sufficient finances or access to sufficient finances to pay the Contract Price or the instalments for progress
payments in Item 7 of the Schedule when they fall due.
(e)
If the Owner does not give the written evidence required by Clause 3(d) within TEN (10) working days of the Builder
giving the Owner notice in writing requiring such evidence, the Builder may by a further notice in writing terminate this
Contract immediately.
(f)
If the Builder terminates this Contract under Clause 3(c) or (e) the Owner is to pay to the Builder the greater of:
(i)
the deposit; and
(ii)
the reasonable price for the work done by the Builder, including the cost of all materials purchased or ordered and
which cannot be cancelled, to the date this Contract is terminated.
(g)
Unless the Builder has prepared or caused to be prepared the Contract Documents, the Owner warrants the same are
accurate, free of error and consistent in every respect and do not infringe copyright, moral right, letters patent or
registered design and the Owner shall indemnify the Builder against any action, claim, cost or expense arising from any
breach of this warranty.
(h)
Subject to Clause 3(g) hereof and where the Contract Documents have not been prepared or caused to be prepared by the
Builder, any discrepancy or error in the Contract Documents shall be dealt with in accordance with Clause 12(b) or (d).
BUILDER’S DUTIES
(a)
In addition to the requirements of Clause 2 the Builder shall obtain any permits or licences that are required for the
performance of the Works pursuant to all statutes, codes, ordinances, rules, regulations, proclamations or orders of any
officer or body lawfully empowered to make or issue the same.
(b)
The Builder shall comply with all relevant statutes, regulations and local laws and any lawful orders or directions made
thereunder which relate to the Works and shall indemnify the Owner from and against all moneys payable thereunder
and for moneys payable for any breach thereof provided that the Builder shall not be liable to indemnify the Owner for
any breach caused by third parties other than the Builder or the Builder’s agents.
(c)
If a variation of the Contract Documents or Works is necessary to enable the Builder to comply with Clause 4(a) and (b) it
shall be dealt with in accordance with Clause 12(b) or (d).
SITE CONDITIONS
(a)
Site Boundaries
If the Builder has any reasonable doubt as to the accuracy or true position of the boundaries of the Site and considers
that it is necessary to engage a licensed surveyor to survey and adequately peg or delineate the Site, then this shall be
dealt with in accordance with Clause 12(b) or (d).
(b)
Structural Support
If, at any time, the Builder becomes aware, based upon reasonable grounds, that the Site may not support the Works
and considers it necessary to engage a practising structural engineer to inspect and certify that the Site is capable of
supporting the Works as proposed, then this additional cost shall be dealt with in accordance with Clause 12(b) or (d).
(c)
Excessive Structural Costs
If the practising structural engineer’s inspection and certification shows that additional structural support will be incurred
then these additional costs shall be dealt with in accordance with Clause 12(b) or (d) except that where the additional
costs to be incurred exceed 5% of the Contract Price, the Owner may by notice in writing terminate this Contract.
(d)
Hard Digging or Other Unforeseen Requirements
Unless otherwise specified in the Contract Documents, digging requiring the use of pick, axe, crowbar, blasting or
machinery and the removal of rock, soil, dewatering, pile and keel to sewer lines and consequent restoration and
drainage of the Site or other such unforeseen requirements have not been allowed for in this Contract and shall be dealt
with in accordance with Clause 12(b) or (d).
(e)
Power and Water Not Available
In the event that power and water are not available the Builder’s reasonable costs and expenses incurred due to power
and water not being so available, shall be dealt with in accordance with Clause 12(b) or (d).
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6.

7.

8.

9.

10.

THE CONTRACT PRICE
(a)
The price for the Works shall be the amount set out in Item 6 of the Schedule which shall be subject to the adjustments
and variations provided for in this Contract. The price so adjusted or varied shall hereinafter be called the “Contract
Price”.
(b)
If there is a delay in the commencement of the Works beyond the period of FORTY-FIVE (45) working days after the
date of this Contract being a delay:
(i)
that is caused solely by the failure of the Owner to comply with a condition imposed on the Owner by this
Contract, including the provisions of Clause 3(c) or (d); or
(ii)
that occurs without any failure on the part of either the Owner or the Builder to comply with his or her obligations
under this Contract,
then the consequences to, and the rights and remedies of, the parties are set out in Clause 22(d) and (e).
(c)
If further costs are actually imposed on or incurred by the Builder as a direct consequence of a written law of the State of
Western Australia or the Commonwealth of Australia or on account of an increase in any tax, duty or other charge
imposed under any such law after the date of this Contract then the Builder shall be entitled to increase the Contract
Price to reflect such further costs. The Builder shall notify the Owner in writing of such further costs and specify to the
Owner when such further costs are payable.
DEPOSIT, PROGRESS PAYMENTS AND OTHER PAYMENTS
(a)
The Owner shall pay to the Builder the deposit set out in Item 7 of the Schedule immediately on the later of the day that
this Contract is signed or the day that the Owner is given a certificate that evidences the taking out of Home Indemnity
Insurance.
(b)
Within TEN (10) working days of the Builder giving the Owner a notice that any of the Works described in Column 'A' of
Item 7 of the Schedule have been completed, the Owner shall pay to the Builder that portion of the Contract Price
mentioned opposite such Works in Column 'B' of Item 7 having taken into account any adjustments in accordance with
Clause 11 and 12.
(c)
Where finance for the Works is being provided by a Lender, the Owner, on the signing of this Contract, shall authorise
and direct the Lender to make progress payments in accordance with Clause 7(b).
(d)
Other than in relation to the final payment, a progress payment is on account only and the Owner has no right of set-off.
(e)
If the Owner does not pay any amount owing to the Builder by the due date for payment:
(i)
the Owner must pay interest for late payment at the rate set out in Item 8 of the Schedule on such amount that is
unpaid from time to time; and
(ii)
the Builder may suspend the carrying out of the Works until payment is received in full.
(f)
From time to time, if requested by the Builder, the Owner shall give to the Builder written evidence, to the Builder’s
satisfaction, that the Owner has the ability to pay the balance of the Contract Price in accordance with this Clause 7.
SECURITY
The Owner hereby charges the land constituting the Site with the due payments to the Builder of all moneys that will or may
become payable hereunder and irrevocably authorises and consents to the Builder lodging an absolute caveat in respect of the
Site to protect the Builder’s interests herein.
TIME FOR PERFORMANCE
(a)
Subject to this Contract the Builder shall commence the Works within the number of working days specified in Item 9(a)
of the Schedule or as soon thereafter as may be reasonably practicable calculated from the latest of the following dates:
(i)
on which the Owner shall have complied with the conditions referred to in Clause 2;
(ii)
on which the Owner satisfied all requirements under Clause 3(c), if applicable, and Clause 3(d);
(iii)
on which the Builder is satisfied that the boundaries of the Site have been adequately delineated;
(iv)
on which the Builder is satisfied that both an adequate water supply and an adequate power supply for the
carrying out of the Works are available to the Site;
(v)
on which the Builder has received approval from all relevant authorities.
(b)
Subject to this Contract the Builder shall complete the Works (bring the Works to Practical Completion – Clause 19(a)) by
the time specified in Item 9(b) of the Schedule. The Builder is entitled to an extension to the time for completion of the
Works due to delay from a cause beyond the Builder’s sole control including:
(i)
any of the following events which affect directly or indirectly access to or the condition of the Site or the Works or
any person engaged on or material employed in or to be employed in or in relation to the Works, namely: acts of
God, fire, explosion, earthquake, civil commotion, theft or acts of vandalism, flooding, inclement weather, strikes,
industrial action, lockouts or holidays granted in accordance with industrial awards, vehicle accidents,
unavailability of labour, vehicles or equipment or permits required;
(ii)
any alterations to the Works;
(iii)
any instruction or delay in instruction by or any omission of the Owner;
(iv)
any deliberate and substantial prevention of or interference with the Works or the progress thereof caused by the
Owner;
(v)
any delay in the supplies of materials or transport or labour;
(vi)
any dispute with or proceeding being taken or threatened by adjoining or neighbouring owners concerning the
continuation or variation of delivery to or completion of the Works upon the Site;
(vii)
any cessation of work pursuant to Clause 7(e)(ii);
(viii) any delay caused by the Owner providing materials, goods or work;
(ix)
any delay in the commencement of or continuance with the Works, caused by or resulting from an order or
directive of a relevant authority or proceeding before the Builders’ Registration Board or the Building Disputes
Tribunal, the Registrar, a mediator, an arbitrator or a Court; or
(x)
any delay caused by proper investigation of any of the above by the Builder or the Owner.
(c)
The Builder shall give to the Owner a notice of any extension of time to which the Builder is entitled within TWENTY (20)
working days of the Builder being aware of both the cause and the extent of the delay.
POSSESSION OF THE SITE
(a)
The Builder shall be given exclusive possession of the Site and shall be entitled to remain in possession until the
Contract Price has been paid in full by the Owner.
3
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The Owner or an authorised person as defined in Section 26(3) of the Home Building Contracts Act 1991 shall be given
access to the Site to carry out the relevant inspections, provided that such inspections are made during the Builder’s
normal working hours and such inspections do not unreasonably impede or interfere with the Works.
(c)
Neither the Owner nor any person acting on the Owner’s behalf shall give or be entitled to give at any time, directions to
the Builder’s tradespersons or subcontractors on the Site or elsewhere relating to the Works.
(d)
After Practical Completion the Builder shall be entitled to reasonable access to the Site to complete the Builder’s
obligations under Clause 14.
PROVISIONAL SUMS AND PRIME COST ITEMS
(a)
Where Provisional Sums or Prime Cost Items are included in the Contract Price, the Owner shall, within FIVE (5) working
days of receiving a request from the Builder, supply to the Builder in writing, all necessary directions and selections
regarding the work or goods comprised in any Provisional Sums and Prime Cost Items.
(b)
Provisional Sums stated in Item 10(a) of the Schedule or detailed in the Contract Documents include:
(i)
the price for materials, subcontractor charges, delivery to the Site and installation; and
(ii)
an additional amount being that percentage set out in Item 11 of the Schedule applied to that price for the
Builder’s supervision, overhead and profit.
(c)
The Prime Cost Item amounts stated in Item 10(b) of the Schedule or detailed in the Contract Documents, exclude the
costs of delivery to the Site, the cost of installation, fixing, supervision, overhead and profit which are included in the
Contract Price.
(d)
Upon completion of the work the subject of a Provisional Sum or on installation of an item the subject of a Prime Cost
Item, or at the next progress payment notice, the Builder must provide the Owner with an itemised statement of the price
for the work or the items, calculated in accordance with the provisions of Clause 11(b) and (c) hereof, and the Contract
Price will be adjusted accordingly and paid in accordance with Clause 7.
VARIATIONS
(a)
If the Owner wishes to make any variation to the Works or the Contract Documents the Owner or the Owner’s agent shall
give the Builder a written request for such variation. The Builder may decline to agree to the variation requested but in
the event that the Builder is prepared to agree to the variation:
(i)
the Builder shall prepare and give to the Owner or the Owner’s agent a variation document setting out the terms
of, and the cost to be incurred on account of, the variation;
(ii)
the Owner or the Owner’s agent shall sign and return the variation document to the Builder;
(iii)
the Builder or the Builder’s agent shall sign and insert in the variation document the date that he signs it and
forward a signed copy to the Owner or the Owner’s agent as soon as is reasonably practicable thereafter and
before the work to which the variation relates is commenced; and
(iv)
the variation shall be carried out as if it were part of the Works under the Contract.
(b)
The Builder shall be entitled to vary all or any of the Works or Contract Documents made necessary by:
(i)
any written direction lawfully given by a building surveyor or other person acting under a written law; or
(ii)
circumstances that could not reasonably have been foreseen by the Builder at the time when this Contract was
entered into if the Builder gives to the Owner, within the time specified in Clause 12(c), a statement setting out the
reason for, and the cost to be incurred on account of, the variation and a copy of any direction referred to in
Clause 12(b)(i) PROVIDED THAT Clause 12(b)(ii) shall not enable the Builder to make any variation by reason
only of an increase in the costs of labour (including related overhead expenses) or materials or both, to be
incurred by the Builder.
PROVIDED ALSO THAT where an Owner is given a statement by the Builder for the purposes of Clause 12(b)(ii)
and the Owner considers the variation is not one to which Clause 12(b)(ii) applies then the Owner may make an
application to the Building Disputes Tribunal for relief under Section 17 of the Home Building Contracts Act 1991
within TEN (10) working days of being given the statement.
(c)
The Builder shall give the statement referred to in Clause 12(b)(ii) to the Owner within TEN (10) working days after the
Builder:
(i)
received notice of the direction under Clause 12(b)(i); or
(ii)
became aware or should reasonably have become aware, of the circumstances referred to in Clause 12(b)(ii) as
the case may be.
(d)
If any variation to the Works or the Contract Documents is required pursuant to Clause 3(d), 4(c), 5(a) – (e) or 21 but not
as a result of a direction under Clause 12(b)(i) or the circumstances referred to in Clause 12(b)(ii) then the Builder shall
prepare and give to the Owner a variation document setting out the terms of and the cost to be incurred on account of
the variation so required and:
(i)
if the Owner signs and returns the variation document to the Builder then the provisions of Clause 12(a)(iii) and
(iv) shall also apply to the variation; or
(ii)
if the Owner does not sign and return the variation document to the Builder within FIVE (5) working days of being
given the variation document then the Builder shall be entitled to either carry out the work required but without
any adjustment to the Contract Price or to terminate this Contract pursuant to Clause 16(g).
(e)
The price of a variation is, unless previously agreed in writing:
(i)
if the amount is additional to the Contract Price, the reasonable price for the variation, including an amount for the
Builder’s margin being that percentage of such costs as set forth in Item 11 of the Schedule, and it shall be added
to the Contract Price, and unless previously paid, shall be added to the next progress payment due after the
execution of such work; or
(ii)
if the amount results in a deduction from the Contract Price, the reasonable price for the variation and it shall not
include any amount for the Builder’s margin and such decrease shall be deducted from the final payment
hereunder.
(f)
The Owner shall obtain the consent of his or her Lender (if any) prior to requesting or authorising the Builder to carry out
extra work or to vary the Works in any way.
(b)

11.

12.
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The Builder may, at any time prior to the commencement of any building work that is to be performed by way of a
variation pursuant to the provisions of this Contract, by notice in writing require the Owner to satisfy the Builder that the
Owner is able to pay the cost to be incurred on account of the variation by production of evidence in writing and if the
Owner shall fail to do so within TEN (10) working days of the receipt of such notice the Builder may terminate this
Contract immediately by notice in writing given to the Owner within a further TEN (10) working days.
(h)
If the Builder is unable to obtain any materials or items selected by the Owner after the date of the Contract as and when
the Builder shall require them, the Owner shall immediately, upon request from the Builder, select alternative available
materials or items. Any delay or additional costs (including freight and transport insurance) in obtaining the same shall
be dealt with in accordance with Clause 12(b) or (d). In the event that the Owner declines to select alternative available
materials or items the Builder may terminate this Contract on giving TEN (10) working days notice to the Owner that
unless alternative available materials are selected the Contract is terminated in accordance with Clause 16.
INSURANCE
In addition to any insurance cover which the Builder is obliged to obtain for the Works under Part 3A of the Home Building Contracts
Act 1991:
(a)
The Builder shall in the joint names of the Builder and the Owner and the Owner’s Lender (if any) insure against damage,
loss or theft to the full value under this Contract (plus the requisite amount to cover architects’, engineers’, quantity
surveyors’ and consultants’ fees) of all works executed and materials and goods upon the Site whether fixed or unfixed
except for goods belonging to the Owner or a third party and shall keep such work, materials and goods insured until the
Works are delivered up to the Owner upon Practical Completion and upon request deliver to the Owner evidence of such
insurance and such insurance shall be against all liability, loss, action, claim or proceedings in respect of fire, explosion,
earthquake, flood, lightning, storm and tempest, rioting, civil commotion and the negligent or wilful act of any third party.
Should the Builder fail to take out such insurance the Owner may insure the Works as aforesaid and the premiums paid
by the Owner in relation thereto shall be deducted from the Contract Price. Upon settlement of any claim under a policy
as aforesaid the Builder shall rebuild or repair the Works and replace or repair the materials or goods destroyed, lost or
taken within a reasonable time of such settlement.
(b)
The Builder shall insure against any liability, loss or damage, claim, demand or proceedings whatsoever arising out of or
connected with or in any way due to the following namely:
(i)
any personal injury to or death of any person arising out of or in connection with or in the course of the Works,
other than due to the negligent act or omission by the Owner or any person for whom the Owner may be
responsible;
(ii)
any injury or damage whatsoever to any property real or personal which may be occasioned by or arise out of the
performance of the Works and which is due to any negligence of the Builder, his or her employees, agents or
sub-contractors.
(c)
The Builder shall insure against statutory and common law liability for death of or injury to any persons employed by the
Builder, as required by any legislation relating to compensation for injured workers. The Builder shall also ensure that all
sub-contractors have similarly insured all persons employed by them.
(d)
The Owner is responsible for and undertakes to have any items supplied by the Owner adequately insured against
damage, loss or theft until the Owner takes possession of the Works.
DEFECTS LIABILITY PERIOD
(a)
Subject to Clause 14(c) and (d), the Builder shall make good at the cost of the Builder as soon as is reasonably
practicable defects in the Works notified in writing to the Builder within the period specified in Item 12 of the Schedule.
The term “Practical Completion” in Item 12 of the Schedule has the same meaning as Clause 19(a).
(b)
In Clause 14(a) “defect” means a failure to:
(i)
perform the works in a proper and workmanlike manner and in accordance with this Contract; or
(ii)
supply materials that are of merchantable quality and reasonably fit for the purpose for which the Owner required
the Works to be performed,
not being a failure for which the Builder is specifically declared by this Contract to be not liable.
(c)
The Builder’s liability under Clause 14(a) shall be reduced to the extent of any exemptions made from time to time for the
purpose of section 11(3) of the Home Building Contracts Act 1991.
(d)
The Builder shall not be liable to remedy any damage or rectify any defects to the Works arising from any work carried
out on the Site by the Owner or the Owner’s servants or agents at any time.
EARLY TERMINATION OF CONTRACT
(a)
In addition to their respective rights and remedies contained herein at law or in equity the Builder may terminate this
Contract in any of the events mentioned in Clause 16 hereof and the Owner may terminate this Contract in any of the
events mentioned in Clause 17 hereof.
(b)
Except as provided herein neither party shall be at liberty to terminate this Contract or exercise or enforce any other right
or remedy in relation hereto whether pursuant to this Contract or at law or in equity without first giving to the other party a
notice in writing specifying the matter complained of and requesting that other party to remedy it within TEN (10) working
days of the service of such notice. If such notice is given and the other party fails within such period to remedy the
matter complained of then the party giving such notice may terminate this Contract immediately by giving a separate
notice to that effect.
(c)
On such termination, subject to any agreement to the contrary or to any determination made pursuant to Clause 18, if the
Builder has commenced the Works then the Builder is entitled to be paid the price of all work done by the Builder. The
amount to be paid shall:
(i)
include all reasonable costs incurred by the Builder and an amount for the Builder’s margin being that percentage
of the cost of such work (including all costs) as set forth in Item 11 of the Schedule;
(ii)
have proper allowances made for all payments on account of the Contract Price already made by the Owner to
the Builder.
The Builder may claim interest at the rate specified in Item 8 of the Schedule hereto on the outstanding balance of the
moneys found to be due and payable from and after the expiration of FIVE (5) working days from the date of such
termination of contract until full payment of the balance moneys is received by the Builder.
(g)

13.

14.

15.
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The provisions of Clause 15(b) and (c) do not apply to a termination of this Contract pursuant to Clause 16(h) and 17(d)
or pursuant to the provisions of Sections 4(5), 10(4) or 14(3) or Schedule 1 of the Home Building Contracts Act 1991. In
such cases this Contract may be terminated in accordance with the provisions of Section 19 of that Act and the Owner or
the Builder may apply to the Building Disputes Tribunal pursuant to the provisions of Section 20 of that Act for repayment
of any consideration given by the Owner under this Contract or for payment to the Builder in respect of any materials
supplied or any home building work or other services performed or any costs, including overhead expenses and loss of
profit, incurred by the Builder under or in relation to this Contract.
EVENTS ALLOWING BUILDER TO TERMINATE
The Builder may, in addition to any other rights under this Contract, terminate this Contract in any one of the following events:
(a)
Substantial damage to or interference with the Works or delays to the Works or access thereto by any cause beyond the
control of the Builder including (but without limiting in any way the generality thereof) water, flood, fire, storm, tempest,
rioting, earthquake, civil commotion or industrial action.
(b)
Any substantial breach of the Contract by the Owner.
(c)
If the Owner shall make any assignment for the benefit of or enter into any arrangement or composition with the Owner’s
creditors or go into liquidation (whether voluntary or compulsory except for the purpose of reconstruction or
amalgamation) or have a Receiver appointed or commit an act of bankruptcy or if a sequestration order is made against
the Owner’s estate.
(d)
Any deliberate and substantial prevention of or interference with the Works or progress thereof caused by the Owner.
(e)
Subject to Clause 18 of this Contract, any failure by the Owner for TEN (10) working days after the due date thereof to
pay any part of the Contract Price.
(f)
The entry into possession of the Works by the Owner prior to Practical Completion or without the Builder’s consent.
(g)
If the Owner fails to sign and return a variation document to the Builder given to the Owner by the Builder pursuant to
Clause 12(d) within the period referred to in Clause 12(d).
(h)
If the circumstances specified in Clause 22(b) or (c) occur.
(i)
If the Owner does not give the Builder satisfactory written evidence of ability to pay the balance of the Contract Price in
accordance with Clause 7(f).
(j)
If the Owner fails to select alternative available materials or items in accordance with Clause 12(h).
EVENTS ALLOWING OWNER TO TERMINATE
The Owner may, in addition to any other rights under this Contract, terminate this Contract in any of the following events:
(a)
Any substantial breach of this Contract by the Builder.
(b)
If the Builder shall make an assignment for the benefit of or enter into any composition with the Builder’s creditors or go
into liquidation (whether voluntary or compulsory except for the purpose of reconstruction or amalgamation) or commit an
act of bankruptcy or have a Receiver appointed or if a sequestration order is made against the Builder’s estate.
(c)
If the Builder shall without reasonable cause wholly suspend the Works before Practical Completion.
(d)
If the circumstances specified in Clause 22(b), (c), or (d)(ii) occur.
DISPUTES
(a)
If any dispute, disagreement or difference arises between the Owner and the Builder at any time relating to this Contract
then subject to the rights of either party (or their successors) to apply to the Building Disputes Tribunal or any other
relevant Statutory Authority, either party shall give to the other notice of such dispute, disagreement or difference and at
the expiration of FIVE (5) working days thereafter and in the absence of any settlement the same shall be referred to:
(i)
a single mediator appointed by mutual consent; or
(ii)
a single arbitrator appointed by mutual consent; or
(iii)
in the event that neither (i) nor (ii) are satisfied within FIVE (5) working days, or mediation is not successful, a
single arbitrator shall be appointed by the President or his or her nominee of Housing Industry Association Limited
(Western Australian Region) provided that such arbitrator shall be a graded arbitrator approved by the Institute of
Arbitrators Western Australian Chapter.
(b)
The conduct of the Arbitrator shall be in accordance with and subject to the provisions of the Commercial Arbitration
Act 1985 and the decision of the single arbitrator appointed shall be final. The rights and obligations of the parties under this
Contract shall be modified only to the extent made necessary by such arbitration.
(c)
This Contract and the parties’ rights and obligations under this Contract shall in all respects be governed by the laws of
the State of Western Australia and the parties hereto irrevocably submit themselves to the exclusive jurisdiction of the
Courts of the said State.
PRACTICAL COMPLETION
(a)
‘Practical Completion’ means when the Works are completed except for any omissions or defects which do not prevent
the Works from being reasonably capable of being used for its intended purpose.
(b)
The Builder shall notify the Owner when the Builder considers that Practical Completion has occurred and within FIVE (5)
working days the Owner and the Builder or his or her representative shall meet at the Works to carry out a pre-handover
inspection. If said pre-handover inspection does not occur the Contract shall be dealt with pursuant to Clause 18 hereof.
(c)
During the pre-handover inspection the parties shall agree to a list of items which require completion or rectification or
give notice to the other party within FIVE (5) working days under Clause 18 hereof.
(d)
The final payment shall be due within TEN (10) working days after Practical Completion and upon payment thereof the
Builder shall hand the keys to the Works to the Owner or to such persons as the Owner may direct and on acceptance of
the keys the Owner shall be deemed to have entered into possession of the Works and to have acknowledged that the
works have been completed by the Builder in accordance with this Contract and the Builder shall thereupon be relieved
and discharged from all responsibilities under this Contract other than the Builder’s obligations pursuant to Clause 14
and 19(c).
(d)

16.

17.

18.

19.
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If, without the prior written consent of the Builder, the Owner shall take possession of the Site, permit work outside this
Contract or provide materials, goods or work to the Site before the Builder gives possession to the Owner under clause
19(d), such action shall constitute an absolute waiver, release and discharge to the Builder from the Owner of any and
every claim which the Owner had or might have had against the Builder hereunder and the Builder shall thereupon be
discharged, released and relieved absolutely from all his obligations and responsibilities under this Contract (other than
the Builder’s obligations pursuant to Clause 14 - Defects Liability Period) and all moneys payable under this Contract
shall become immediately due and payable together with any interest thereon for late payment at the rate specified in
Item 8 of the Schedule calculated from the date of the Owner taking such action.
(f)
If the Owner denies access to the Builder or takes possession of the Works prior to the issue by the Builder of a Notice of
Practical Completion and without prior written consent of the Builder, the Date of Practical Completion shall be the day
such possession is taken.
(g)
The Works shall be at the risk of the Owner from the date the Owner takes or is entitled to possession.
NOTICES
Any notice given to any party pursuant to the terms of this Contract shall be properly given if addressed to the party and served
personally upon him or her or forwarded to him or her by prepaid letter or facsimile addressed to such party at the address given
herein or such other last known address as may be notified in writing by such party to the other. Any notice so posted shall be
deemed to have been served, unless the contrary is shown, at the time when by the ordinary course of post the notice would be
delivered.
SUPPLY OF MATERIALS AND UNFIXED MATERIALS ON SITE
(a)
The Owner must not provide any materials, goods or work before the Builder hands possession of the Site back to the
Owner unless otherwise agreed in writing.
(b)
If the Builder agrees in writing to the Owner providing materials, goods or work to the Site, the materials, goods or work
to be provided by the Owner shall be:
(i)
suitable for inclusion into the Works;
(ii)
supplied or completed in the time required by the Builder;
(iii)
new unless otherwise specified; and
(iv)
completed to the Builder’s satisfaction.
(c)
Notwithstanding Clause 21(d) and 21(e), the Builder is not responsible for the performance and suitability of materials,
goods or work provided by the Owner.
(d)
The Builder may reject any item or material supplied by the Owner, if the Builder believes that item or material to be
defective, and the Builder may require the replacement or correction of that item or material.
(e)
The Builder may reject any work carried out by or on behalf of the Owner and require that the Owner or the Owner’s
contractor replaces, corrects or removes the defective work.
(f)
Notwithstanding Clause 13, all work carried out by the Owner or the Owner’s contractors on the Site are at the risk of the
Owner and the Owner shall insure that work against damage, loss or theft until the Owner takes possession of the
Works.
(g)
The Owner indemnifies the Builder against all loss, cost, damage or expense that the Builder may suffer or incur in
connection with the work done by the Owner or the Owner’s contractors or materials or goods supplied by the Owner being
in breach of this Clause.
(h)
If the Owner carries out or causes to be carried out other work on the Site while the Works are being carried out then the
Owner shall ensure that the Owner’s contractors:
(i)
do not interfere with the progress of the Works;
(ii)
hold and maintain the same insurance coverage as the Builder is required to hold and maintain under this
Contract in relation to their works;
(iii)
hold an appropriate licence to carry out the work;
(iv)
observe all relevant occupational health and safety laws and the requirements of the Builder in regard to
occupational health and safety;
(v)
obey all directions issued by the Builder regarding the coordination and timing of their works on the Site;
(vi)
co-operate with all of the other workers and contractors on the Site.
(i)
When the Owner or the Owner’s contractors commence any works on the Site the Owner is deemed to have accepted
the base work as satisfactory unless a competent builder who had examined and inspected the base work would not
have detected or anticipated the unsatisfactory base work. The base work is the Site conditions, including work carried
out by the Builder in, on or over which the work of the Owner or the Owner’s contractors is to be carried out.
(j)
The Owner shall, on request, give the Builder evidence of all licences and insurances referred to under Clause 21(h).
(k)
If the Owner, or the Owner’s contractor, does not observe all of the requirements in Clause 21(h) and 21(i) the Builder
may exclude or direct the Owner or the Owner’s contractor to leave the Site.
(l)
If the Owner breaches this Clause 21, it is a substantial breach of this Contract and the Builder may:
(i)
carry out the Works without incorporating such materials, goods or work;
(ii)
do either or both of the following:
a.
suspend the carrying out of the Works by giving the Owner a written notice to that effect until the Owner
has remedied that breach;
b.
end this Contract under Clause 16.
CONSEQUENCES OF NON-FULFILMENT OF CONDITIONS
(a)
If any condition set out in Clause 2(a) is not fulfilled solely because the Builder has failed to comply with the Builder’s
obligations under Clause 2(c), this Contract is not affected but remains in force on the same terms and conditions except
as otherwise agreed between the parties.
(b)
If any condition set out in Clause 2(a) is not fulfilled solely because the Owner has failed to comply with the Owner’s
obligations under Clause 2(d) this Contract remains in force on the same terms and conditions until the parties agree
otherwise but subject to the provisions of Clause 22(d).
(c)
If any condition set out in Clause 2(a) is not fulfilled and both the Owner and the Builder have, or neither the Owner nor
the Builder has, failed to comply with their respective obligations under Clause 2(c) and (d), this Contract remains in
force on the same terms and conditions until the parties agree otherwise but subject to the provisions of Clause 22(d).
(d)
Where Clause 22(b) or (c) or Clause 6(b) applies:
(i)
the Builder may by notice in writing to the Owner:
7
(e)

20.
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increase the Contract Price by an amount set out in the notice; and
specify when any increased amount is payable, which must be either:
1)
not later than TEN (10) working days after the notice is given; or
2)
at the time of the next progress payment;
(ii)
if the amount of an increase exceeds FIVE (5)% of the Contract Price, the Owner may terminate this Contract in
accordance with Clause 17 within TEN (10) working days after receipt of a notice under paragraph (i) of this sub-clause;
and
(iii)
if the Owner so terminates this Contract, the Owner is liable to compensate the Builder for the reasonable costs
inclusive of supervision, overhead and margin incurred by the Builder up to the date of termination.
(e)
If the Owner considers that the amount of a price increase notified under Clause 22(d)(i) is excessive or unjustified the
Owner may apply to the Building Disputes Tribunal, within TEN (10) working days after receipt of a notice under that
Clause, for a review of that amount and on a review under this sub-clause:
(i)
the Builder is required to show that the price has been increased to reflect actual increases in costs inclusive of
supervision, overhead and margin between the date of this Contract and the date of the notice under Clause 22(d)(i);
and
(ii)
the Building Disputes Tribunal may confirm, vary or disallow the amount of the price increase, and this Contract
shall have effect in accordance with the Building Disputes Tribunal’s decision.
ASSIGNMENT
(a)
Each of the parties to the Contract hereby specifically agree not to assign their interest in this Contract without the prior
written consent of the other.
(b)
The Builder may at the option of the Builder sub-contract the whole or any portion of the Works but any such subcontracting shall not relieve the Builder from any of his or her responsibilities or obligations as set forth herein.
SEVERABILITY
(a)
If in consequence of an item in the Schedule not being completed or any clause contained herein is held by a Court to be
uncertain and thus void, that item shall be deemed to have been severed from this Contract and shall not invalidate the
Contract.
(b)
To the extent that any one or more of the provisions contained in this Contract is prohibited by or is void pursuant to any
applicable law, that provision or each of them shall to that extent be ineffective without invalidating or modifying the
remaining provisions of this Contract which shall continue in full force and effect as if each provision so prohibited had
not been included in this Contract as from its commencement.
EXTENT OF BUILDER’S LIABILITY
(a)
Notwithstanding anything herein contained to the contrary the Builder shall not be liable to the Owner in respect of any
matter for which the Builder provides insurance under Clause 13(a) for an amount exceeding the Contract Price.
(b)
In any event the Builder shall not be liable to the Owner in any way whatsoever for any claim or proceedings in respect of
injury, loss, theft or damage to such of the Owner’s fittings, finishes, fixtures or any other item, matter or thing which the
Builder does not supply as part of the Contract Documents.
INTERPRETATION
In this Contract words denoting the singular shall include the plural and vice versa and words denoting the masculine gender
shall include the feminine and neuter genders and vice versa and words denoting persons shall include corporate bodies. A
reference to “Owner” or “Builder” includes each of their respective heirs, successors and assigns. The term “working days”
means Monday to Friday but excluding any day that is a public holiday in the area of the Site or throughout the State of Western
Australia. “Registrar” means the registrar appointed under the Builders’ Registration Act 1939. “Building Disputes Tribunal”
means the Building Disputes Tribunal established by section 26 of the Builders’ Registration Act 1939. Headings in this
Contract are deemed not to be part hereof and are not to be used in the interpretation or construction hereof. A reference to
statutes or regulations includes any statutory re-enactment or amendment.
APPOINTMENT AND AUTHORITY OF OWNER’S AGENT
The Owner (and where there are more than one then each of them) hereby appoints the person or persons as the Owner’s
Agent in Item 2 of the Schedule as the authorised agent of the Owner to make and sign all variations to the Contract Documents
and the Works and the Owner shall be bound by all such variations. If more than one person is named as the Owner’s Agent
then each of them shall be an individually authorised agent unless the contrary intention is indicated in Item 2 of the Schedule.
a.
b.

23.

24.

25.

26.

27.

NOTE: SPECIAL CONDITIONS SHALL BE WRITTEN ON A SEPARATE PAGE, SIGNED BY THE PARTIES AND ATTACHED TO
THIS CONTRACT.
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HOUSING INDUSTRY ASSOCIATION LIMITED
ABN 99 004 631 752

HOME BUILDING CONTRACTS ACT 1991

H OM E
B UIL DI N G
C ONTRA CT S
ACT 19 91

Notice to the Home Owner
This Notice
A builder must give a copy of this notice to you, as the owner, before you sign a contract for home building work that is covered by the Home Building
Contracts Act 1991.
This notice explains relevant provisions of that Act as required by section 4(2). The Act itself should be referred to for the exact text. A copy of the Act
can be obtained from the State Law Publisher (check the White Pages for the current address).
Who are “owners” and “builders”?
In this notice “owner” means the person for whom the home building work is to be done and “builder” means the person who, in the course of business,
is to do the work or arrange for it to be done.
What the Act covers
The Act deals with contracts for home building work where the contract price is above $7 500 and below $500 000. The Act also applies to contracts,
within that price range, for associated work (e.g. swimming pools, carports and landscaping) and for alterations. It makes some provisions that are
implied in all contracts, and also states what is not allowed in any contract.
Under the Act a builder must not do anything in connection with a contract that is “unconscionable, harsh or oppressive”. Furthermore, neither you nor
the builder may do anything that is “misleading or deceptive”.
The Act deals with “cost plus” contracts only to a limited extent – see later in this notice under
“Special rules for cost plus contracts”.
You may seek appropriate redress through the Building Disputes Tribunal for breaches of the contract and the Act, including for unconscionable or
misleading conduct – see later in this notice under “Disputes”. The builder’s rights are similar, but do not extend to any unconscionable behaviour by you.
A person can be prosecuted or fined for not complying with some provisions of the Act. Some of these provisions apply to owners as well as builders.
Rights conferred by the Act cannot be taken away, diminished or waived and it is forbidden to make any agreement or arrangement to by-pass the Act.
Home Indemnity Insurance
It is compulsory for all home building work, except associated work alone (e.g. swimming pools, carports, pergolas and landscaping), the cost of which
is above $20 000, to be covered by home indemnity insurance.
Home indemnity insurance is also compulsory for associated work if that work is performed under a contract that includes construction or renovation of a
residence and the total cost of all the building work is above $20 000.
Before commencing work or demanding any payment (including a deposit) from you, the builder must take out home indemnity insurance and give you a
certificate confirming the existence of the insurance cover.
There may be periods when a builder is exempt from the requirement to take out home indemnity insurance. During, and in some circumstances after,
one of these periods a builder must give you a notice in a prescribed form.
Home indemnity insurance will protect you and any successive owners against financial loss due to the insolvency, death or disappearance of the
builder that results in (a) loss of deposit (up to a limit of $20 000);
(b) the non-completion of the building work; or
(c) the failure to rectify faulty or unsatisfactory building work.
Home indemnity insurance generally does not cover an owner for any money paid in advance other than a deposit. In any event it is a breach of the Act
for a builder to request and receive such a payment – see later in this notice under “Provisions that are not allowed”.
Note that, with building work carried out under a cost plus contract, the builder is required to take out home indemnity insurance to cover only the risk
specified in (c) above - see later in this notice under “Special rules for cost plus contracts”.
Claims may be made under a home indemnity insurance policy at any time before the end of a period of 6 years after the day of practical completion of
the building work.
Some home building work is exempt from the requirement to obtain home indemnity insurance. If your work is exempt your builder should give you a
notice informing you that this is so. Either the Builders’ Registration Board or the Department of Consumer and Employment Protection can provide you
with further information in this respect.
Contract – steps to be followed
Everything agreed to between you and the builder must be set out in a written contract. The contract must be dated and signed by both you and the
builder or your respective representatives. If this is not done you may terminate the contract – see later in this notice under “Termination of contract”.
You must be given a copy of the contract as soon as is practicable after it has been signed and before the building work starts.
It is the builder’s duty to see that all these steps are taken.
Special rules for cost plus contracts
A “cost plus” contract is one under which the builder is entitled to recover actual costs incurred plus an extra amount for profit. A costs plus contract (a) must be headed “cost plus contract”; and
(b) must contain a statement in which both you and the builder acknowledge that it is a cost plus contract and that the Act does not apply to it, except
in relation to the requirement for a builder to take out home indemnity insurance in the situation explained just below.
If the contract does not comply with these requirements you may terminate the contract – see later in this notice under “Termination of contract”.
As mentioned above, the Act does not in general apply to a cost plus contract. However, if you have a complaint about the building work carried out
under such a contract, you can apply to the Building Disputes Tribunal under the Builders’ Registration Act for an order that the builder rectify the work
or pay a sum of money for failing to rectify the work – see later in this notice under “Disputes”.
The builder is required to take out home indemnity insurance in relation to a cost plus contract to cover you and any successive owner against financial
loss where an order made by the Building Disputes Tribunal under the Builders’ Registration Act is not enforceable due to the insolvency, death or
disappearance of the builder.
Provisions that are not allowed
The builder cannot include in a contract a requirement for you to make a payment other than –
(a) a deposit before the work begins of no more than 6.5% of the contract price; and
(b) progress payments after the works begins for work done or goods supplied.
If any such provision is included you may terminate the contract – see later in this notice under “Termination of contract”.
The builder may also be prosecuted and fined for demanding, or receiving, any payment after the work begins other than a progress payment as set out
in (b) above.
The builder must not include provisions in the contract that are “unconscionable, harsh or oppressive”. If you think this has occurred you may refer the
matter to the Building Disputes Tribunal – see later in this notice under “Disputes”.
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Prime cost/Provisional sum
Where a contract refers to “prime costs” it means fittings or equipment that may vary in price (e.g. bathroom tiles). The builder must estimate the cost of
such items at or above the lowest amount that they could reasonably cost and the cost must not be understated in the contract. If it is, the builder may
be prosecuted and fined. This also applies to estimates for “provisional sums” such a site works.
Contract price must be fixed
A contract must not contain a “rise and fall” clause. A rise and fall clause allows the builder to pass on price increases for labour or materials that occur
after the contract is signed.
However, the builder can include a clause in the contract that allows for a price increase to cover an increase in actual costs that results from –
(a) government taxes or charges increasing after the contract is signed;
(b) the builder having to comply with a State or Commonwealth law; or
(c) work not starting within 45 working days after the contract is signed if the delay is not caused by the builder.
If (c) applies and the price rise is more than 5%, you may terminate the contract within 10 working days of receiving written notice of the increase – see
later in this notice under “Termination of contract”. You can also choose to apply to the Building Disputes Tribunal within this period to assess
whether the price rise is justified.
Varying the contract
1. Steps to be followed
All changes to the building work to be carried out under a contract, including the cost of the change, must be put in writing and be dated and signed
by both you and the builder or your respective representatives.
A copy must be given to you as soon as is possible after both you and the builder have signed, and before the start of the work that results from
the change.
The builder must ensure that these steps are taken.
2. Exceptions
Certain changes may be made without these steps being taken, namely –
(a) changes resulting from directions given by a building surveyor or other person acting under written law;
(b) changes arising from unforeseen circumstances (but this does not include unforeseen labour or material cost increases).
Note also the changes by way of price increase that are referred to above under the heading “Contract price must be fixed” and below under the
heading “Where approvals are delayed”.
3. Protection that you have as an owner
If any change referred to in paragraph (a) or (b) immediately above occurs, the builder must give you certain information in writing – see section
8(1), (2) and (3) of the Act. Note that, if you and the builder have a dispute about whether particular circumstances are “unforeseen circumstances”
and you wish to apply to the Building Disputes Tribunal, you must do so within 10 working days after this information is given to you.
Where approvals are delayed
A contract is conditional on –
(a) a building licence and the Water Corporation’s approval being obtained within 45 working days from the date of the contract; and
(b) the written acceptance within that period by both you and the builder of any condition attached to the building licence or the Water Corporation
approval that will vary the contract.
Note that contracts that are only for associated work (e.g. swimming pools, carports and landscaping) are not subject to these conditions.
Both you and the builder must do what you reasonably can to ensure that these conditions are met. If they are not met, the rights of the parties depend
on whose fault it was that the condition was not met within the 45 day period
Owner at fault or neither or both parties at fault
Builder at Fault
Contract remains in force on the same terms and
conditions unless you and the builder agree otherwise.

Contract remains in force on the same terms and conditions until you and the builder
agree otherwise but –
(i) the builder may by written notice increase the contract price;
(ii) if the increase exceeds 5% you may terminate the contract within 10 working days
after receiving the notice provided you compensate the builder for all reasonable costs
incurred up to the date of termination – see below under “Termination of contract”;
(iii)
you may apply, within 10 working days after receiving the notice, to have the
increase reviewed by the Building Disputes Tribunal.

Defects – making good
Any defect in work done or materials supplied under a contract must be made good by the builder if the builder is notified of the defect within 4 months
(or a greater period if provided for in the contract) after practical completion of the building work.
However, you and the builder may agree in the contract that particular defects are excluded from this provision.
Inspection
A builder must not prevent you (or a person authorised in writing to represent you) or your lending institution from inspecting the building work as
allowed by the contract or by regulations under the Act. A contract cannot restrict inspections except by limiting them to normal working hours or
forbidding inspections that would unreasonably impede or interfere with the building work.
Termination of contract
In various places above it is stated that you can terminate the contract for a particular reason. To do this you must give notice in writing to the builder
before the building work is finished.
If a contract is terminated, the Building Disputes Tribunal can make financial adjustments between you and the builder.
Disputes
1. Contracts generally
Disputes between owners and builders about contracts that fall within the Act can be referred to the Building Disputes Tribunal for a legally binding
determination. Such an application to the Tribunal must be made within 3 years from when you became entitled to take legal action.
The Act also imposes a monetary limit on the Tribunal’s powers. The Tribunal cannot (unless the parties agree to it doing so) order work to be
done exceeding $100,000 in value, or order the making of a payment above that amount.
2. Standard of work
Where a remedy is sought for below-standard building work, an application to the Tribunal must be made under the Builders’ Registration Act 1939
and not the Home Building Contracts Act 1991.
Please note that disputes can be brought before the Tribunal under the Builders’ Registration Act 1939 within 6 years from the time the building
work is completed. The building work is completed when the building to which the work relates becomes fit for occupation in a free and
uninterrupted manner. There is no monetary limit on the orders the Tribunal can make under that Act.
3. Procedure
Before you or the builder apply to the Building Disputes Tribunal, a notice in the prescribed form must be given to the other party outlining the
complaint and asking that it be put right or that a settlement be agreed to. You must keep a copy of that notice to give to the Tribunal at the time
of making an application.
Parties to proceedings before the Tribunal must represent themselves except as set out in section 45A of the Builders’ Registration Act 1939.
Advice on how a dispute may be placed before the Building Disputes Tribunal and related matters may be obtained from the staff of the Tribunal.
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SCHEDULE OF PARTICULARS
1.

Builders Details
Builder/s:
Address:
Builder Registration No:
Fax:

2.

Owners Details
Owner:
Address:
Phone/Fax:
Owner:
Address:
Phone/Fax:
Owner’s Agent (Clause 27):

3.

Site
Works (Clause 1(a))
Site: Postal Address
Title Particulars:

Portion of

Location

and being Lot
on Plan/Diagram
and being the whole of the land comprised in
Certificate of Title Volume
4

Folio

Finance
Amount of finance required (Clause 3(c))

$

Period for approval

working days from the date of this Contract”

Lender
5

Encumbrances on the Site
Encumbrances on the Site (Clause 3(a)(ii))

6

Contract Price
Contract Price (Clause 6)
The Contract Price is GST inclusive

7

Price excluding GST

$

Amount of GST on the above

$

Contract Price (including GST)

$

Deposit
Deposit (not to exceed 6.5% of Contract Price) (Clause 7(a))

$

Progress Payments as follows
(Clause 7(b)):

$

“A”

“B”
$
$
$
$
$

Practical Completion (Clause 19)

$

TOTAL

$ __________________
Reproduced with the permission of the Housing Industry Association Ltd (HIA).
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9

Interest
Interest on late payment (Clause 7(e)(i))

%

Time to Commence/Complete Works
(a)

Time to commence Works (Clause 9(a))

working days

(b)

Time to complete Works (Clause 9(b))

working days

from the date on which work commenced or should have commenced under Clause 9(a).
10

11

Provisional Sums & Prime Cost Items
(a)

Provisional Sums (Clause 11) - refer to Addenda to
Specifications for details

(b)

Prime Cost Items (Clause 11) - refer to Addenda to
Specifications for details

Additional percentage allowed
Additional percentage allowed (Clause 11 and 12)

12

%

Defects Liability Period
Defects Liability Period (Clause 14) (not less than 4 months
commencing on the day of Practical Completion)

13

Proof of Receipt of Documents
I/We acknowledge receipt of a copy of the signed Contract Documents referred to in Clause 1(a) of the
Contract on the
day of
20
and we have read and understood the Notice to
the Home Owner referred to in section 4(2) on the Home Building Contracts Act 1991 which is included in, but
does not form part of, this Contract.

Signed by the owner

Signed by the owner
14

Signing of Contract
This Contract is dated the

day of

20

Signed by the owner

Witness

Signed by the owner

Witness

Signed for and on behalf of the Builder

Witness

DO NOT SIGN IF A PHOTOCOPY
IT IS A BREACH OF HIA’S COPYRIGHT AND MAY MAKE YOU LIABLE TO PAY DAMAGES
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HOUSING INDUSTRY ASSOCIATION LIMITED
ABN 99 004 631 752

LUMP SUM BUILDING CONTRACT
(To be used only where the provisions of the Home Building Contracts Act 1991 do not apply)

The Builder named in Item 1 of the Schedule hereto ("the Builder") HEREBY AGREES with the Owner named in Item 2 of the
Schedule ("the Owner") as follows:
1.

AGREEMENT TO BUILD
(a)

The Builder agrees to execute and complete for the Owner the building work described in Item 3 of the schedule
("the Works") upon the land and existing improvements described in Item 3 of the Schedule ("the Site") in a proper
and workmanlike manner and in accordance with this Contract and the drawings, plans and specifications
(inclusive of all addenda and colour schedules) agreed between the parties and annexed hereto and for the
purpose of identification signed by each of them (which said drawings plans and specifications and colour
schedules are hereinafter collectively referred to as the "Construction Documents") for the price and otherwise
upon the terms and conditions herein appearing.

(b)

Where the Owner requires a lending institution to provide finance for the works, the Owner shall use his best
endeavours to obtain the finance more particularly defined in Item 4 of the Schedule. If the Owner is unable to obtain
such finance within the period mentioned in Item 4 of the Schedule, then this Contract shall, unless the parties
otherwise agree, be terminated PROVIDED THAT the Builder shall be entitled to be paid a reasonable sum for all
work carried out, expenses incurred and materials purchased by the Builder up to the date of such termination.

(c)

Where a lending institution provides finance for the Works, the standard specifications (if any) as submitted to such
lending institution by the Builder prior to commencement of the Works shall form part of the Construction Documents.

(d)

2.

The Builder shall not perform any of the Works nor make any demand for any payment under this Contract
including any deposit until the Builder has given the Owner a certificate in the approved form that evidences the
taking out of a policy of insurance that complies with Part 3A of the Home Building Contracts Act 1991 in respect
of Works ("Home Indemnity Insurance"). Except for the Builder's interest in this Contract and the legal requirement
for it to be arranged in respect of the Works, the Builder receives no benefits in relation to arranging Home
Indemnity Insurance. The Builder further confirms that Home Indemnity Insurance may be arranged with an insurer
of the Owner's choice. Item 14 of the schedule sets out the premium anticipated to be paid by the Builder for the
Home Indemnity Insurance. If the Builder is unable to obtain Home Indemnity Insurance, from an insurer
nominated by the Owner on terms and conditions acceptable to the Builder, the Builder may terminate this
Contract by notice in writing to the Owner and the Owner shall pay to the Builder all direct costs paid or payable by
the Builder for the purpose of obtaining a building license up to the time of termination. If the Builder is unable to
obtain Home Indemnity Insurance, where no insurer has been nominated by the Owner, on terms and conditions
acceptable to the Builder, then the Builder may terminate this Contract by notice in writing to the Owner and the
Builder shall be liable for all direct costs paid or payable by the Builder for the purpose of obtaining the building
license up to the time of termination.
OWNER'S WARRANTIES
(a)

The Owner warrants that:
(i)

he is entitled to build upon the Site;

(ii)

the Site is subjected only to those encumbrances and easements detailed in Item 5 of the Schedule;

(iii)

the Builder has access to the Site for the purposes of this Contract;

(iv)

pegging of the Site adequately delineates the Site boundaries; and

(v)

the Site will support the Works.

(b)

If the physical delineation of the Site is not precise or if the Builder has any reasonable doubt as to the accuracy or
true position of the boundaries of the Site the Builder may at his option engage a qualified surveyor to survey and
adequately peg or delineate the Site and the position of the Works thereon and such survey shall be treated as a
variation and shall be charged for and be subject to the provisions hereof.

(c)

The Builder may at any time prior to the commencement of the Works, by notice in writing require the Owner to satisfy the
Builder of the Owner's title to the Site and/or of the Owner's ability to pay the agreed price in writing in the manner
hereinafter and if the Owner shall fail to do so within TEN (10) days of the receipt of such notice the Builder may terminate
this Contract forthwith unless such satisfaction is dependent on any of the Conditions stated in Clause 1 (b) or 25.

(d)

If, at any time, the Builder using reasonable skill and diligence becomes aware (based upon reasonable grounds)
that the Site will or may not support the Works the Builder shall give immediate notice in writing thereof to the
Owner in which event either party may by notice in writing terminate this Contract provided that the Builder shall be
entitled to be paid a reasonable sum for all work carried out, expenses incurred and materials purchased by him
up to the date of such termination. If the Owner shall dispute the Builder's opinion and/or the grounds thereof such
dispute shall be referred to arbitration in accordance with Clause 16.
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(e)

Digging requiring the use of pick, axe, crowbar, blasting or machinery and the removal of rocks, soil, dewatering pile
and keel to sewer lines and consequent restoration and drainage of the Site (other than that specified in the
Construction Documents) or other such unforeseen requirements shall be treated as a variation pursuant to Clause 10.

(f)

Unless the Builder has prepared or caused to be prepared the Construction Documents the Owner warrants that
the same are accurate, free of error and consistent in every respect and do not infringe copyright, letters patent or
registered design and the Owner shall indemnify the Builder against any action, claim, costs, or expenses arising
from any breach of this warranty.

(g)

(i)

Where there is a difference or inconsistency between the Construction Documents and the terms of this
Contract the latter shall prevail;

(ii)

Any difference or inconsistency between scaled dimensions and figures in the Construction Documents
shall be resolved by using and applying figures.

(h)

3.

4.

Subject to sub-clause (f) hereof and where the Construction Documents have not been prepared or caused to be
prepared by the Builder, the Builder shall notify the Owner of any discrepancy or error in the Construction
Documents as soon as practical upon discovering the same and if the Owner shall not give the Builder within FIVE
(5) days of receiving such notice, such instructions directions or drawings as may be necessary to enable the
Builder to proceed with the Works the Builder may determine the manner in which the discrepancy or error is to be
resolved and may proceed with the Works accordingly. If as a result of any such discrepancy or error the Builder
incurs additional work or expense such work or expense shall be treated as a variation pursuant to Clause 10.
BUILDER'S DUTIES
(a)

The Builder shall obtain any permits or licenses that are required for the performance of the Works pursuant to all
statutes, codes, ordinances, rules regulations, proclamations or orders of any officer or body lawfully empowered
to make or issue the same.

(b)

The Builder shall comply with all relevant Statutes, regulations and by-laws and any lawful orders or directions
made thereunder which relate to the Works and shall indemnify the Owner from and against all monies payable
thereunder and for monies payable for any breach thereof provided that the Builder shall not be liable or indemnify
the Owner for any breach caused by third parties other than the Builder or his agents.

(c)

If a variation of the Construction Documents or Works is necessary to enable the Builder to comply with Clause
3(a) and (b) the Builder shall notify the Owner in writing giving the reason for such variation and the Owner shall
notify the lending institution (if any) of such notice forthwith upon receipt thereof and within FIVE (5) days of such
notice give his written instructions to the Builder. Should the Owner fail to give the Builder his instructions within
the prescribed time the Builder shall carry out the work required for such compliance. The variation shall be dealt with
pursuant to Clause 10.

THE PRICE
(a)

The price for the Works shall be the amount set out in Item 6 of the Schedule which shall be subject to the
adjustments herein provided for. The price so adjusted shall hereinafter be called the "Contract Price".

(b)

Should the Builder be unable to commence the Works within the period shown in Item 6 from the execution of the
Construction Documents due to delays outside the Builder's control as specified in Clause 7(a) hereof the Builder shall be
entitled to amend the Contract Price prior to the commencement of construction of the Works in relation to the cost of
materials and labour to be supplied to complete the Works together with that additional percentage cost set out in Item 11.
The Builder shall notify the Owner in writing of the amended Contract Price prior to the commencement of
construction of the Works.

(c)

The Owner shall be entitled upon receipt of a notice issued by the Builder pursuant to Clause 4(b) to terminate the
Contract by written notice to the Builder within TEN (10) days of receipt of such notice and provided the Owner
pays the Builder in accordance with Clause 13(c) of the Contract.

(d)

5.

If further costs are actually imposed on or incurred by the Builder as a direct consequence of a written law of the
State of Western Australia or the Commonwealth of Australia or on account of an increase in any tax, duty or other
charge imposed under any such law after the date of this Contract then the Builder shall be entitled to increase the
Contract Price to reflect such further costs. The Builder shall notify the Owner of such further costs and specify to
the Owner when such further costs are payable.
DEPOSIT, PROGRESS PAYMENTS AND OTHER PAYMENTS
(a)

The Owner shall pay to the Builder the deposit set out in Item 7 of the Schedule immediately on the day that this
Contract is signed.

(b)

Within TEN (10) days of the Builder giving the Owner a notice that any of the Works described in Column' A' of
Item 7 of the Schedule have been completed, the Owner shall pay to the Builder that portion of the Contract Price
mentioned opposite such Works in Column 'B' of Item 7 having taken into account any adjustments in accordance
with Clauses 9 and 10.

(c)

Where finance for the Works is being provided by a lending institution, the Owner, on the signing of this Contract,
shall authorise and direct the lender to make progress payments in accordance with Clause 5(b).

(d)

Other than in relation to the final payment, a progress payment is on account only and the Owner has no right of set off.

(e)

If the Owner does not pay any amount owing to the Builder (including a progress payment) by the due date for payment:
(i)

the Owner shall pay interest for late payment at the rate set out in Item 8 of the Schedule on such amount
that is unpaid from time to time; and

(ii)

the Builder may suspend the carrying out of the Works until payment is received in full.
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6.

SECURITY

7.

The Owner hereby charges the land constituting the Site with the due payment to the Builder of all the monies that will
and/or may become payable hereunder and irrevocably authorises and consents to the Builder lodging an absolute
caveat in respect of the Site to protect the Builder's interests herein.
TIME FOR PERFORMANCE
(a)

Subject to this Contract the Builder shall commence the Works by the time specified in Item 9 of the Schedule or
as soon thereafter as may be reasonably practicable and shall proceed therewith with reasonable despatch and
diligence and reach Practical Completion within the time specified in Item 9 of the Schedule, PROVIDED THAT:
(i)

(b)

the Owner shall have complied with any notice given by the Builder pursuant to Clause 2(c) hereof;

(ii)

the Builder is satisfied that the boundaries of the Site have been adequately delineated;

(iii)

provision has been made for adequate water supply to the Site; and

(iv)

the Builder has received approval to the Construction Documents from all relevant authorities.

Notwithstanding provisions to the contrary contained in this Contract the Builder shall not be responsible for any
delays caused by any matter or thing over which the Builder shall have no control including (without limiting the
generality thereof):(i)

any of the following events which affect directly or indirectly access to or the condition of the Site or the
Works or any person engaged on or material employed in or to be employed in or in relation to the Works,
namely: acts of God, fire, explosion, earthquake, civil commotion, theft or acts of vandalism, flooding,
inclement weather, strikes, industrial action, lockouts or holidays granted in accordance with industrial
awards, fires, vehicle accidents, unavailability of labour, vehicles or equipment or permits required;

(ii)

any alterations to the Construction Documents resulting in alterations to the Works;

(iii)

any instruction or delay of instruction by or any omission of the Owner;

(iv)

any deliberate and substantial prevention of or interference with the Works or the progress thereof caused
by the Owner;

(v)

any delay in the supply of materials or transport;

(vi)

any proceedings being taken or threatened by any disputes with adjoining or neighbouring owners
concerning the continuation or variation of delivery to or completion of the Works upon the site;

(vii)

any cessation of work pursuant to Clause 13;

(viii)

any delay in the commencement of or continuance with the Works, caused by or resulting from an order or
directive of a relevant authority; or

(ix)

any delay caused by proper investigation of any of the above by the Builder or the Owner.

(c)

8.

Upon the happening of any of the events aforesaid the Builder may notify the Owner thereof and shall be entitled
to such extension or extensions of time for completion of the Works as shall in the circumstances be reasonable
and if there shall be any dispute the provisions of Clause 16 shall apply. Extra costs necessarily incurred by the
Builder by reason of an extension of time shall be paid for by the Owner but only if the extension of time was due
to a breach of the provisions of this Contract by the Owner or an act or omission on the part of the Owner.
POSSESSION OF THE SITE

9.

Forthwith upon the execution hereof and until practical completion the Builder shall be entitled to exclusive possession of
the Site for the purpose of performance of the Works and the Owner shall do all that is necessary to confer the same
upon the Builder PROVIDED THAT the Owner or his duly appointed representative approved by the Builder in writing and
any person appointed by the Owner's lending institution for the purpose of supervision of the Works shall have access to
the Site and to the Works or any part thereof for the purpose of inspection and viewing the progress of the Works but only
at such reasonable times and in such manner as shall not interfere with or prevent the Builder from carrying out the
Works. After practical completion the Builder shall be entitled to reasonable access to the Site for the purpose of
completing his obligations under Clause 12.
PROVISIONAL SUMS AND PRIME COST ITEMS
(a)

The Contract Price includes such estimates of Provisional Sums as set forth in Item 10(a) of the Schedule or
detailed in the Construction Documents. The final cost is calculated as the net costs to the Builder for materials,
subcontractor charges, delivery to the Site and installation plus an additional amount as a Percentage as set out in
Item 11 of the Schedule of such net costs to cover the Builder's overhead and supervision. Any variation between
the final cost and Provisional Sum estimate will be charged or credited as appropriate pursuant to Clause 10(c).

(b)

The Contract Price includes those Prime Cost items as are set forth in Item 10(b) of the Schedule or detailed in the
Construction Documents. The sums set out exclude the costs of delivery to the Site, the cost of installation, fixing,
supervision, overhead and profit which are included in the Contract Price. In the event that the actual price of the
Prime Cost item so specified varies to that specified such difference in price shall be treated as a Variation
pursuant to Clause 10(c) hereof.

(c)

Upon completion of the work the subject of a Provisional Sum or on installation of an item being a Prime Cost item
or at the next progress payment notice, the Builder shall provide the Owner with an itemised statement setting
forth the final costs for the work or the items, calculated in accordance with the provisions of Clauses 9(a) and (b)
hereof and the Contract Price shall be amended accordingly.

(d)

The Owner shall, within FIVE (5) days of receiving a request from the Builder in this regard, furnish to the Builder in
writing, all necessary directions regarding the supply of the works and/or goods comprised in any such items and sums.
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10.

11.

VARIATIONS
(a)

If the Owner shall require any variation to the Works or the Construction Documents, he shall furnish the Builder
with a written request for such variation. The Builder may decline to execute any variation required by the Owner,
but in the event the Builder agrees to execute any such variation then it shall be carried out as if it were part of the
Works under the Contract.

(b)

The Owner shall obtain the consent of his lending institution (if any) prior to requesting or authorising the Builder to
carry out extra work or to vary the Works in any way.

(c)

The price of a "variation" and/or any item or matter required by this Contract to be treated as a variation shall
unless previously agreed in writing be calculated as follows:
(i)

if the amount is additional to the Contract Price it shall be equal to the cost of the labour and materials
supplied together with other costs properly incurred as a consequence thereof plus that percentage of such
additional costs as set forth in Item 11 of the Schedule and shall be added to the Contract Price, and unless
previously paid, shall be added to the next progress payment due after the execution of such work; and

(ii)

if it shall result in a decrease in cost the amount of such decrease shall be deducted from the Contract Price
and shall be equal to the costs of labour and materials and other costs properly saved, and any such
decrease shall be deducted from the final payment hereunder.

INSURANCE
(a)

The Builder shall in the joint names of himself and the Owner and the Owner's lending institution (if any) insure
against loss and damage to the full value under this Contract (plus the requisite amount to cover architects,
engineers, quantity surveyors and consultant's fees) of all work executed and materials and goods upon the Site
whether fixed or unfixed except for goods belonging to the Owner or a third party and shall keep such work, materials
and goods insured until the Works are delivered up to the Owner upon practical completion and upon request deliver
to the Owner evidence of such insurance and such insurance shall be against all liability, loss, action, claim or
proceedings in respect of fire, explosion, earthquake, flood, lightning storm and tempest, rioting, civil commotion and
the negligent or wilful act of any third party. Should the Builder fail to take out such insurance the Owner may insure
the Works as aforesaid and the premiums paid by the Owner in relation thereto shall be deducted from the Contract
Price. Upon settlement of any claim under a policy as aforesaid the Builder shall rebuild or repair the Works and
replace or repair the materials or goods destroyed within a reasonable time of such settlement.

(b)

The Builder shall insure against any liability, loss or damage, claim, demand, and proceedings whatsoever arising
out of, connected with or in any way due to the following namely:
(i)

any personal injury to or death of any person arising out of or in connection with or in the course of the
Works, other than due to the negligent act or omission by the Owner or any person for whom the Owner
may be responsible; and

(ii)

any injury or damage whatsoever to any property, real or personal, which may be occasioned by or arise
out of the performance of the Works and which is due to any negligence of the Builder, his employees,
agents or sub-contractors.

(c)

12.

The Builder shall insure against statutory and common law liability for death of or injury to any persons employed
by the Builder, as required by any legislation relating to compensation for injured workers. The Builder shall also
ensure that all sub-contractors have similarly insured all persons employed by them.
DEFECTS LIABILITY PERIOD
(a)

If within the time specified in Item 12 of the Schedule calculated from the date on which practical completion was
reached (hereinafter referred to as "the defects liability period") defects or other faults in the Works which arise out
of defective or improper materials or workmanship appear other than those defects and faults which may occur
due to normal shrinkage and settlement and are notified in writing to the Builder, they shall be rectified by the
Builder at his own cost within that period of time specified in Item 13 of the Schedule. Should the Builder fail to
rectify the defects or faults within the period of time specified the Owner may recover from the Builder the costs of
making good the same. If the Owner does not notify the Builder of any such defects or faults within the TEN (10)
days from the expiration of the said defects liability period the Builder shall be discharged and relieved from any
further obligations or responsibilities under this Contract.

(b)

13.

The Builder shall not be liable to remedy any damage or rectify any defects to the Works arising from any work
carried out on the Site by the Owner or its servants and agents at any time.
EARLY TERMINATION OF CONTRACT
(a)

In addition to their respective rights and remedies hereinbefore contained or in equity the Builder may terminate
this Contract in any of the events mentioned in Clause 14 hereof and the Owner may terminate this Contract in
any of the events mentioned in Clause 15 hereof.

(b)

Except as provided herein neither party shall be at liberty to terminate this Contract or exercise or enforce any
other right or remedy in relation hereto whether pursuant to this Contract or at law or in equity without first giving to
the other party a notice in writing specifying the matter complained of and requesting that other party to remedy it
within TEN (10) days of the service of such notice. If such notice is given and the other party fails within such
period to remedy the matter complained of then the party giving such notice may terminate this Contract forthwith.

(c)

On such termination, subject to any agreement to the contrary or to any determination made pursuant to Clause
16 the Builder shall be entitled to be paid forthwith for all work done and materials used or procured by him and
properly chargeable to that date. The amount to be paid shall be determined on the basis that all work done and
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14.

materials provided and procured as aforesaid and all costs incurred by the Builder shall be deemed to be
variations in cost and shall be calculated in accordance with the provisions of Clause 10 but proper allowance shall
be made for all payments on account of the Contract Price already made by the Owner to the Builder. The Builder
may claim interest at the rate specified in Item 8 of the Schedule hereto on the outstanding balance of monies
found to be due and payable from and after the expiration of FIVE (5) days from the date of such termination of
contract until payment of the balance of monies is received by the Builder.
EVENTS ALLOWING BUILDER TO TERMINATE
The Builder may, in addition to any other rights under this contract, terminate this Contract in any one of the following events:

15.

(a)

substantial damage to or interference with the Works or access thereto by any cause beyond the control of the
Builder including (but without limiting in any way the generality thereof) water, flood, fire, storm, tempest, rioting,
earthquake, civil commotion or industrial action;

(b)

any substantial breach of this Contract by the Owner;

(c)

if the Owner shall make any assignment for the benefit of or enter into any arrangement or composition with his
creditors or go into liquidation (whether voluntary or compulsory except for the purpose of reconstruction or
amalgamation) or have a receiver appointed or commit an act of bankruptcy or if a sequestration order is made
against his estate;

(d)

any deliberate and substantial prevention of or interference with the Works or progress thereof caused by the Owner;

(e)

any failure by the Owner for TEN (10) days after the due date thereof to pay any part of the Contract Price subject
to Clause 16 of this Contract; or

(f)
the entry into possession of the Works by the Owner prior to practical completion or without the Builder's consent.
EVENTS ALLOWING OWNER TO TERMINATE
The Owner may, in addition to any other rights under this Contract, terminate this Contract in any of the following events:

16.

(a)

any substantial breach of this Contract by the Builder;

(b)

if the Builder shall make an assignment for the benefit of or enter into any composition with his creditors or go into
liquidation (whether voluntary or compulsory except for the purpose of reconstruction or amalgamation) or commit an
act of bankruptcy or have a receiver appointed or if a sequestration order is made against the Builder's estate; or

(c)
if the Builder shall without reasonable cause wholly suspend the Works before practical completion.
DISPUTES
(a)

(b)

17.

In the event of any dispute, disagreement, or difference between the Owner and the Builder at any time
whatsoever as to any matter or thing arising hereunder or in any way concerned or connected herewith or relating
to the construction of this Contract then notwithstanding the rights of either party to apply to the Builders'
Registration Board of Western Australia or any other relevant Statutory Authority, either party may give to the other
notice of such dispute, disagreement or difference and at expiration of FIVE (5) days thereafter and in the absence
of any settlement the same be referred to arbitration either by:
(i)

a single arbitrator appointed by mutual consent; or

(ii)

in the event that agreement of the appointee is not reached within FIVE (5) days a single arbitrator shall be
appointed by the President or his nominee of the Housing Industry Association Western Australian Division
provided that such appointee shall be an arbitrator approved by the Institute of Arbitrators Western
Australian Chapter. At the time of application for such appointee the party applying shall deposit with the
Housing Industry Association such sum as may then be required by way of security for costs of the
arbitration proceedings and further sums so contributed whether by direction of the arbitrator or otherwise
(but always in equal shares) shall be applied in accordance with the directions of the arbitrator.

The conduct of the arbitrator shall be in accordance with and subject to the provisions of the Commercial
Arbitration Act 1985 and the decision of the single arbitrator appointed shall be final. The rights and obligations of
the parties under this Contract shall be modified only to the extent made necessary by such arbitration.

PRACTICAL COMPLETION
(a)

Practical Completion means when the Works are completed except for any omissions or defects which do not
prevent the Works from being reasonably capable of being used by the Owner.

(b)

The Builder shall notify the Owner when the Builder considers that practical completion has occurred and within
FIVE (5) days the Owner and the Builder or his representative shall meet at the Works to carry out a pre-handover
inspection. If the said meeting does not occur the Contract shall be referred to arbitration pursuant to Clause 16
hereof.

(c)

During the pre-handover inspection the parties shall agree to a list of items which require completion or
rectification or give notice to the other party within FIVE (5) days under Clause 16 hereof.

(d)

The final payment shall be due within TEN (10) days after practical completion and upon payment thereof the
Builder shall hand the keys of the Works to the Owner or to such persons as the Owner may direct and on
acceptance of the keys the Owner shall be deemed to have entered into possession of the Works and to have
acknowledged that they have been completed by the Builder in accordance with this Contract and the Builder shall
thereupon be relieved and discharged from all responsibilities under this Contract other than his obligations
pursuant to Clause 12.

(e)

If, without the prior written consent of the Builder, the Owner shall take possession of the Site, permit work outside
this Contract or deliver goods or chattels to the Site before practical completion or before paying all monies due
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and payable hereunder (whichever is the earlier), such action shall constitute an absolute waiver, release and
discharge to the Builder from the Owner of any and every claim which the Owner had or might have against the
Builder hereunder and the Builder shall thereupon be discharged, released and relieved absolutely from all his
obligations and responsibilities under this Contract (other than his obligations pursuant to Clause 12-Defects
Liability Period) and all monies payable under this Contract shall become immediately due and payable together
with any interest thereon for late payment at the rate specified in Item 8 of the Schedule calculated from the date
of the Owner taking such action.
18.

(f)
The Works shall be at the risk of the Owner from the date the Owner takes or is entitled to take possession.
NOTICES

19.

Any notice given to any party pursuant to the terms of this Contract shall be properly given if addressed to the party and
served personally upon him or forwarded to him by prepaid letter addressed to such party at his address given herein or
such other address as may be notified in writing by such party to the other. Any notice so posted shall be deemed to have
been served, unless the contrary is shown, at the time when by the ordinary course of post the notice would be delivered.
SUPPLY OF MATERIALS
(a)

If the Builder shall be unable to obtain any specified materials as and when he shall require them, the Owner shall
forthwith upon request from the Builder specify the use of alternative available materials or insist on the original
materials provided they are available within TEN (10) days of being required on the Site by the Builder. Any extra
costs incurred by the Builder shall be treated as a variation pursuant to Clause 10 and any delay in obtaining the
same will be grounds for an extension of time pursuant to Clause 7(b).

(b)

Unless otherwise specified in the Contract Documents, all materials resulting from demolition and/or surplus
materials supplied by the Builder in the course of carrying out of the Works, belong to the Builder who shall
remove them from the Site before practical completion.

(c)

If the Builder agrees in writing to the Owner supplying goods or services to be incorporated into the Works, those
goods and services must be:

(d)

(i)

suitable for inclusion into the Works;

(ii)

supplied or completed in the time required by the Builder; and

(iii)

completed to the Builder's satisfaction.

If the Owner does not comply, the Builder may supply the materials or do the work and that supply of materials or
additional work is deemed to be a variation and the provisions of Clause 10(c) apply.

20.

(e)
The Builder is not responsible for the performance and suitability of goods and services provided by the Owner.
COMPUTATION OF TIME

21.

In the computation of time hereunder no account shall be taken of Saturday, Sunday or any other day properly gazetted
or proclaimed to be a public holiday.
ASSIGNMENT
(a)

Each of the parties to the Contract hereby specifically agrees that he shall not assign his interest in this Contract
without the prior written consent of the other.

(b)

22.

The Builder may at his option subcontract the whole or any portion of the Works but any such subcontracting shall
not relieve the Builder from any of his responsibilities or obligations as set forth herein.
SEVERABILITY

23.

If in consequence of an item in the Schedule not being completed any clause contained herein is held by a Court to be
uncertain and thus void, that clause shall be deemed to have been severed from this Contract and shall not vitiate the Contract.
EXTENT OF BUILDER'S LIABILITY
(a)

Notwithstanding anything herein contained to the contrary the Builder shall not be liable to the Owner in respect of
any matter for which the Builder provides an indemnity under Clause 11 in an amount exceeding the Contract Price.

(b)

24.

In any event the Builder shall not be liable to the Owner in any way whatsoever for any claim or proceedings in
respect of injury or damage to such of the Owner's fittings finishes fixtures or any other item matter or thing which
the Builder does not supply as part of the Construction Documents.
INTERPRETATION
In this Contract words importing the singular shall include the plural and vice versa and words importing the masculine
gender shall include the feminine and neuter genders and vice versa and words importing persons shall include corporate
bodies. A reference to "Owner" or "'Builder" includes their and each of their respective heirs, successors and assigns.
Headings in this Contract are deemed not to be part hereof and are not to be used in the interpretation or construction
hereof. A reference to statutes or regulations includes any statutory re-enactment or modification thereof from time to
time in force.

25.

SPECIAL CONDITIONS

…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
Reproduced with the permission of the Housing Industry Association Ltd (HIA).
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HOUSING INDUSTRY ASSOCIATION LIMITED
ABN 99 004 631 752

PRACTICAL COMPLETION CERTIFICATE
The Builder/
Contractor:

ABN:

.......................................................

Job Ref No:

......................................................

.......................................................

Client details:

......................................................

.......................................................

......................................................

The Client hereby certifies that the works have been inspected and carried out at ……………………………………………...
……………………………………………………………………………………………………………………………………………...
The Client agrees the Works are at Practical Completion*, and other than the Defects Liability Period obligations which
continue and subject to the following item/s detailed hereunder being rectified, the terms and conditions of the Contract
have been duly performed and carried out.
Item

The Client acknowledges that:
1. plumbing fixtures, appliances and accessories have been inspected and found to be in good order;
2. laminates and timber finishes, where appropriate, have been inspected and found to be in good order; and
3. the final completion payment is due and payable under the Contract.
* Note: ‘Practical Completion’ means when the Works are completed except for any omissions or defects which do not
prevent the Works from being reasonably capable of being used for its intended purpose.
Signed by the Client:
...................................................... Date:
..................................................
Signed by the Client:

......................................................

Date:

..................................................

Signed by the Builder/Contractor:

......................................................

Date:

..................................................

Form 14

© Copyright Housing Industry Association Limited

Distribution
White (Top)
nd
White (2 )
Pink

Client
Client – to be returned to Builder upon
successful completion to clients satisfaction
Builder/Contractor
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HIA Job Quotation Form sample
document
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HIA Site Inspection Report sample
document
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HOUSING INDUSTRY ASSOCIATION LIMITED
ACN 004 631 752

SITE INSPECTION REPORT
Client Name
Site Address

Lot I House No. ...................................................................Map/Ref No.................••...••................•.
Street ..........................•...............•...................•••.........•..••.•..Suburb ....•................•..••...•••••.•••...........

Builder

Name ••...••..•••..•.•..•.•••...........•..••••........•.•....•................................••.•...•.••...••...•••.••••.••.•...........•.••••....
Address ..••..•••..••......•..............•••.......•..••••..•..........................•.........•...••.....••..•••..•••..•..........•....•••...•.•
Present at Inspection .••.....•.....•..•.•..•••...........•.••...••..................••••........•.•.••.••.......••••...•.••...••••....•....•........................••.•....
Local Authority
Requirements Checked (i) •...•...•...........••...................••..•.........•.•..•.........••••••..Date ••••.....•••..••••.••..•••............•.............•
(ii) ..••...••...••.......................••...................................... Date ....•........................•....•..•••..•••........
(iii) ........................................................•..........••••.....Date .......•...••••.•••.•••••••.•..•..............•..•..
Report Prepared by ...................................•.....•••........•.............•.•••••.•.•..••••••••....Date .......•......•.•••••.•••••••........................
Block Sketch
Site Notes
(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)

(9)

Footpath Damaged
Kerb Damaged
Fences (See Block Sketch)
Future Pool {Block Sketch)
Soil Type
Power Source (Block Sketch)
Sunken Lounge etc.
Views (Block Sketch)
Other ...••..••.••.••••••...••..••...

YES/NO
YES/NO

D

�----------------------------------�

North Point

SAND/CLAY
YES/NO

t

Verge

Distance

The details contained within this site inspection report are those that can reasonably be foreseen and form the basis of costs
to be included in the Building Contract in accordance with section 12 of the Home Building Contracts Act 1991.
NOTE: Provisional Sums are estimates of the cost of items of work for which the builder cannot give a definite price at the time the contract is entered
into. In accordance with the Act the costs are realistic estimates of the expected work to be performed.

ITEMS SPECIFICALLY NOT INCLUDED AND AGREED BETWEEN THE PARTIES ARE:
(1)

(2)
(3)
(4)
(5)

............................••..•....•.....•................................................Signed Owner •.....•......••••••.••...••..•••..••...••...•••....••......
.•..•••..•••..••..••.••..••.......•..••.................•................................... Signed Owner ...................................................••......
............................................................................................Signed Builder ••...•.••...••••...••...••..•••..••...••.•..••....•.•.....
Date..................................................................••••....
Copyright Housing Industry Association Limited Form 37
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HIA Progress Claim Certificate
sample document
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HIA Variation to Contract sample
document
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HOUSING INDUSTRY ASSOCIATION LIMITED
ABN 99 004 631 752

VARIATION TO CONTRACT
The Builder/
Contractor:

ABN:

.......................................................

Job Ref No:

......................................................

.......................................................

Client details:

......................................................

.......................................................

......................................................

.......................................................

......................................................

RE: Works at .....................................................................................................................................................................
Pursuant to Contract dated ................................................................................................................................................
Between ........................................................................................................................................................ (the Owner/s)
And ................................................................................................................................................................. (the Builder)
The Owner/s and the Builder hereby agree that the variation/s detailed hereunder be made to the contract.
ITEM

PARTICULARS

ADDITIONS

DEDUCTIONS

SUB TOTAL
PLUS 10% GST
VARIATION PRICE

Signed by the builder

on completion of the variation
with the next progress claim after completion of the variation
............................................................. On the .................... day of ...................... 20

Signed by the Owner/s

............................................................. On the

The variation price is payable:

.................... day of ...................... 20

NOTE:

The owner/s is are requested to sign and return all copies to the builder within 5 working days, whereupon the builder will sign and return the
white copy/copies as required.
THIS IS NOT AN INVOICE
Distribution
White (Top) Owner
Form 1
© Copyright Housing Industry Association Limited
nd
White (2 )
Owner
Blue
Builder
Pink
Builder
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HIA Cost Plus Contract – Form 13B
sample document
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HOUSING INDUSTRY ASSOCIATION LIMITED
ACN 004 631 752

COST PLUS CONTRACT
The Builder named and described in Item 1 of the Schedule hereto (“the Builder”) which expression shall be deemed to
include the Heirs, Successors, Administrators, Executors, Assigns and Transferees of the Builder HEREBY AGREES
with the Owner named and described in Item 2 of the Schedule hereto (“the Owner”) which expression shall be deemed
to include the Heirs, Successors, Administrators, Executors, permitted Assigns and Transferees, of the Owner as follows:
1.
(a)

(b)

2.
(a)

(b)

(c)

(d)

(e)
(f)
(g)

AGREEMENT TO BUILD
The Builder agrees to execute and complete for the Owner the building work described in Item 3 of the
Schedule hereto (“the Works”) upon the land described in Item 3 of the Schedule hereto (“the Site”) in a proper
and workmanlike manner and in accordance with the drawings, plans and specifications (inclusive of all
addenda and colour schedules) agreed between the parties and annexed hereto and for the purpose of
identification signed by each of them (which said drawings, plans and specifications and colour schedules are
hereinafter referred to as “the Construction Documents”) for the consideration as described in Item 5a or 5b of
the schedule hereto and upon the terms and conditions herein appearing.
This Clause only applies where a home indemnity insurance policy is required for the Works under Part 3A of
the Home Building Contracts Act 1991 (“Home Indemnity Insurance”). The Builder shall not perform any of
the Works nor make any demand for payment under this Contract until the Builder has given the Owner a
certificate in the approved form that evidences the taking out of a Home Indemnity Insurance Policy in respect
of the Works. If the Builder is unable to obtain Home Indemnity Insurance from an insurer nominated by the
Owner on terms and conditions acceptable to the Builder, the Builder may terminate this Contract by notice in
writing to the Owner and the Owner shall pay to the Builder all costs paid or payable by the Builder for the
purpose of obtaining a building licence up to the time of termination. If the Builder is unable to obtain Home
Indemnity Insurance where no insurer has been nominated by the Owner, on terms and conditions acceptable to
the Builder, then the Builder may terminate this Contract by notice in writing to the Owner and the Builder shall
be liable for all costs paid or payable by the Builder for the purpose of obtaining the building licence up to the
time of termination.
OWNER’S WARRANTIES
The Owner warrants that he is entitled to build upon the Site and accepts responsibility for the accuracy and
description thereof and for provision to the Builder of full particulars of easements and encumbrances and all of
the relevant information concerning the site including access thereto and pegging or other physical delineation
thereof. The Owner warrants that the Site is subject only to those encumbrances referred to in Item 4 of the
Schedule hereto.
The Owner warrants that he has the capacity to pay the costs as that term is defined in Clause 6 together with the
builder’s fee as specified in Item 5 of the Schedule. The Builder may at any time during the period of this
contract request written notice from the Owner to satisfy the Builder of the Owner’s ability to pay. If the Owner
shall fail to do so within FIVE (5) days of receipt of such notice the Builder may determine this contract in
accordance with Clause 15 hereof.
Where a home indemnity insurance policy is required for the Works under Part 3A of the Home Building
Contracts Act 1991 the Owner authorises the Builder to apply for and take out Home Indemnity Insurance in
respect of the Works.
The Builder may at any time prior to commencement of the Works require the Owner to satisfy the Builder of
the Owner’s title to the land constituting the Site. If the Owner shall fail to do so within FIVE (5) days of receipt
of such notice the Builder may determine this Contract in accordance with Clause 15 hereof.
Unless the Builder has prepared or caused to be prepared the Construction Documents the Owner warrants that
the same are accurate, free of error and consistent in every respect and particular.
Where there is a difference or inconsistency between the Construction Documents and the terms of this Contract
the latter shall prevail.
Any difference or inconsistency between scaled dimensions and figured dimensions in the Construction
Documents shall be resolved by applying the figured dimensions.

Copyright Housing Industry Association Limited Form 13B August 2008
TO VERIFY YOUR CONTRACTOR IS A MEMBER OF THE HIA RING 1902 973 555
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(h)

(i)

Subject to Sub Clause (e) hereof and where the Construction Documents have not been prepared or caused to be
prepared by the Builder, the Builder shall notify the Owner of any discrepancy or error in the Construction
Documents as soon as practical upon discovering the same, and if the Owner should not give the Builder within
FIVE (5) days of receiving such notice any instructions directions or drawings as may be necessary to enable the
Builder to proceed with the Works the Builder may determine the manner in which the discrepancy or error is to
be resolved and may proceed with the Works accordingly. If as a result of any such discrepancy or error the
Builder incurs additional work or expenses, such work or expenses shall be treated as a cost in accordance with
this Contract.
Unless the Builder has prepared or caused to be prepared the Construction Documents the Owner warrants that
those documents do not infringe copyright, the Patents Act 1952 or any registered design and the Owner agrees
to indemnify the Builder against any actions, claims, demands or other proceedings whatsoever made or brought
against the Builder and/or the Owner and against all costs, expenses or liabilities which the Builder would or
may suffer arising from any such infringement or matter incidental thereto.

3.
(a)

POSSESSION OF SITE
Forthwith upon the execution hereof and until practical completion the Builder shall be entitled to exclusive
possession of the Works for the purpose of performance of this Contract and the Owner shall do all that is
necessary to confer the same upon the Builder PROVIDED THAT the Owner or his duly appointed
representative approved by the Builder shall be entitled to access for the purposes of inspection and viewing the
progress of the Works but only at such reasonable times and in such manner as shall not interfere or prevent the
Builder from carrying out the Works. After practical completion the Builder shall be entitled to reasonable
access to the Site for the purpose of completing his obligations hereunder.

4.
(a)

SECURITY
The Owner hereby charges the land constituting the Site with the due payments to the Builder of all the monies
that will and/or may become payable hereunder.

5.
(a)

BUILDER’S DUTIES
The Builder shall properly comply with all relevant Acts of Parliament, regulations and by-laws and any lawful
orders or directions made thereunder which relate to the Works and shall indemnify the Owner from and against
all monies payable thereunder save for monies payable in consequence of a breach caused by someone else other
than the Builder.
If a variation of the Construction Documents or the Works is necessary for such compliance the Builder shall
notify the Owner in writing giving the reason for such variation and seeking instructions in reference thereto. If
instructions are not received in writing from the Owner within FIVE (5) days of receiving such notice the
Builder shall carry out the Works required for such compliance and such works shall be treated as a Cost in
accordance with this Contract.

(b)

6.
(a)

COSTS
The actual Costs of the Works shall include the following:
(i)
the costs of labour and services supplied wholly in connection with the Works;
(ii)
the net costs of all subcontracts wholly in connection with the Works;
(iii)
all fees payable to Statutory Authorities having jurisdiction over the Works;
(iv)
fees for licensed surveyor, structural engineer, architect or other professional consultants engaged by
the Builder;
(v)
the premiums payable for all insurances as specified in Clause 8 hereof;
(vi)
the net cost of all building materials including temporary structures used wholly for the Works and
including the cost of cartage. The costs shall be normal trade costs and any discounts applicable for
prompt or cash payments shall remain with the Builder;
(vii)
the cost to rectify any defects as part of the Defects Liability Period, other than making good faulty
materials or workmanship;
(viii)
costs for plant, equipment and services used wholly for the Works;
(ix)
any costs to repair, replace and/or rebuild any damage or loss as a result of causes beyond the control of
the Builder. Any amounts recoverable from an insurance claim shall be credited to the favour of the
Owner; and
(x)
any excesses payable for Insurance claims by the Builder; and
(xi)
any GST payable on the supply of the Works.

7.
(a)

COST EXCLUSIONS
The following costs shall be borne by and at the Builder’s expense and are not deemed as a Cost in accordance
with this Contract:
(i)
costs and expenses incurred in the purchase of plant and equipment which could otherwise be subject to
hire, unless otherwise agreed to in writing with the Owner;
Reproduced with the permission of the Housing Industry Association Ltd (HIA).

(ii)
(iii)
(iv)

8.
(a)

(b)

(c)

(d)

9.
(a)

(b)

10.
(a)

(b)

overheads incurred by the Builder for clerical staff for the preparation of accounts, statements,
correspondence, drawings, estimates, supervision and other administrative duties;
any expense whatever incurred by the Builder being an overhead incurred by the Builder’s firm not
wholly in connection with the Works; and
the cost of making good defective materials or faulty workmanship not in accordance with this
Contract.

INSURANCE
The Builder shall in the joint names of himself and the Owner and the Owner’s lending institution (if any) insure
against loss and damage to the full replacement value (plus the requisite amount to cover demolition, removal of
debris, statutory fees, architects, engineers, quantity surveyors and consultant’s fees) all work executed and
materials and goods upon the Site whether fixed or unfixed except for goods belonging to the Owner or a third
party and shall keep such work, materials and goods insured until the Works are delivered up to the Owner upon
Practical Completion. Such insurance shall be against all liability, loss, action, claim or proceedings in respect
of fire, explosion, earthquake, flood, lightning storm and tempest, rioting, civil commotion and the negligent or
wilful act of any third party. Upon request, the builder shall deliver to the Owner evidence of such insurance. If
the Builder shall fail to provide such evidence within FIVE (5) days of such a request the Owner may determine
this contract in accordance with Clause 15 hereof.
The Builder shall insure against any liability, loss or damage, claim, demand and proceedings whatsoever arising
out of connected with or in any way due to the following namely:
(i)
any personal injury to or death of any person arising out of or in connection with or in the course of the
Works, other than due to the negligent act or omission by the Owner or his agent; and
(ii)
any injury or damage whatsoever to any property or person which may be occasioned by or arise out of
the performance of the Works and which is due to any negligence of the Builder, his employees, agents
or sub-contractors.
The Builder shall insure against any liability, loss or damage, claim, demand or proceedings whatsoever to or by
any person employed by him or his sub-contractors in or about the Works arising at common law or by virtue of
any statute relating to workers compensation or employers liability except where such liability, loss or damage,
claim, demand or proceeding is caused by the negligence or other fault of the Owner or his agents.
The Builder shall obtain insurance where required under Part 3A of the Home Building Contracts Act 1991 in
accordance with that Part.
VARIATIONS
If the Owner shall require any variation to the Works or the Construction Documents, he shall supply the Builder
with a written request for such variation which the Builder shall comply with. But in any event the Builder shall
be entitled to a fee in accordance with Item 6 of the Schedule and any such variation shall be carried out as if it
were a part of the Works under this Contract.
If the variation necessitates a deletion from the Works or the Construction Documents, the Builder shall be
entitled to be paid forthwith for all work done and materials procured or used for that part(s) of the ‘Works’
deleted.
PROGRESS PAYMENTS
The Builder shall be entitled to make claims for progress payments for the Works by notice in writing to the
Owner (herein after referred to as “Progress Claims”) at intervals of either:
(i)
the number of days specified in Item 7 of the Schedule commencing from the date of commencement of
the Works; or
(ii)
the value of the Progress Claim exceeding the amount specified in Item 7 of the Schedule.
Such Progress Claims are subject to the following conditions:
(i)
the Progress Claim shall identify all Costs incurred by the Builder up to and including the date of that
progress claim together with the Builder’s fee as specified in Item 5 of the Schedule;
(ii)
payments shall be payable by the Owner within FIVE (5) days of receipt of any Progress Claim;
(iii)
if the Owner shall not within FIVE (5) days of receipt of any Progress Claim notify the Builder of their
disagreement with any of the items therein specifying full details of the Owner’s disagreement the
Owner shall be deemed to have accepted and approved of that Progress Claim as true and correct;
(iv)
if any dispute arises as to any item in a Progress Claim the Owner shall pay to the Builder the
undisputed portion of that Progress Claim within the period specified in sub-clause 10(b) and the
balance shall if not agreed and paid by the date of the next Progress Claim be resolved in accordance
with Clause 18; and
(v)
if any dispute arises as to any item in a Progress Claim which dispute remains unresolved at the date of
the next Progress Claim the Builder may suspend the Works until the dispute is resolved or for any
shorter period he may decide without prejudice to either party’s rights in accordance with this Contract.

Reproduced with the permission of the Housing Industry Association Ltd (HIA).

11.
(a)

(b)

(c)

12.
(a)

(b)

(c)

(d)

(e)
13.
(a)

(b)

(c)

TIME FOR PERFORMANCE
Subject to this Contract the Builder shall commence the Works by the time specified in Item 9 of the Schedule or
as soon thereafter as may be reasonably practicable and shall proceed therewith with reasonable despatch and
diligence and complete the Works within the time specified in Item 9 of the Schedule provided that:
(i)
the Owner shall have complied with any notice given by the Builder pursuant to Clause 2(d) hereof;
(ii)
the Builder is satisfied that the boundaries of the Site have been adequately delineated;
(iii)
provision has been made for adequate water supply to the Site; and
(iv)
the Builder has received approval to the Construction Documents from all relevant authorities.
Notwithstanding provisions to the contrary contained in this Contract the Builder shall not be responsible for any
delays caused by any matter or thing over which the Builder shall have no control and including (without
limiting the generality thereof):
(i)
any event which affects directly or indirectly access to or the condition of the Site or the Works or any
person engaged on or material employed in or to be employed in or in relation to the Works including
acts of God, fire, explosion, earthquake, civil commotion, theft or acts of vandalism, flooding,
inclement weather, strikes, industrial action, lockouts or holidays granted in accordance with industrial
awards, fires, vehicle accidents, unavailability of labour, vehicles or equipment or permits required;
(ii)
any alterations to the Construction Documents resulting in alterations to the Works;
(iii)
any instruction or delay of instruction by or any omission of the Owner;
(iv)
any deliberate and substantial prevention of or interference with the Works or the progress thereof
caused by the Owner;
(v)
any delay in the supply of materials or transport;
(vi)
any proceedings being taken or threatened by any disputes with adjoining or neighbouring owners
concerning the continuation or variation of delivery to or completion of the Works upon the Site;
(vii)
any cessation of work pursuant to Clause 15;
(viii)
any delay in the commencement of or continuance with the Works, caused by or resulting from an order
or directive of a relevant authority;
(ix)
any delay caused by proper investigation of any of the above by the Builder or the Owner; and
(x)
any delay due to the suspension of the Works by the Builder pursuant to the Builder’s powers contained
herein.
Upon the happening of any of the events aforesaid the Builder shall notify the Owner thereof and shall be
entitled to such extension or extensions of time for completion of the Works as shall in the circumstances be
agreed and if there shall be any dispute the provisions of Clause 18 shall apply.
SUPPLY OF MATERIALS
If the Builder shall be unable to obtain any specified materials as and when he shall require them, the Owner
shall within FIVE (5) days of request by the Builder specify the use of alternative materials or insist on the
original materials. Any delay in obtaining the same shall be grounds for an extension of time pursuant to Clause
11(b).
Unless otherwise specified in the Contract Documents, all materials resulting from demolition and/or surplus
materials supplied by the Builder in the course of carrying out the Works belong to the Builder who shall remove
them from the Site before Practical Completion.
The Owner must not supply any goods or services to the Site before Practical Completion. If the Builder agrees
in writing to the Owner supplying goods or services to be incorporated into the Works, those goods and services
must be:
(i)
suitable for inclusion into the Works;
(ii)
supplied or completed in the time required by the Builder; and
(iii)
completed to the Builder’s satisfaction.
If the Owner breaches the above condition it is a substantial breach of this Contract and the Builder may elect to
either:
(i)
provide the goods or services or carry out such work which is deemed to be a variation;
(ii)
carry out the Works without incorporating the goods or services; or
(iii)
terminate this Contract under Clause 15.
The Builder is not responsible for the performance and suitability of goods and services provided by the Owner.
PRACTICAL COMPLETION
Practical completion of the Works shall be deemed to have occurred when the same are structurally complete
and reasonably fit for habitation and notwithstanding any unfinished work of a minor nature which does not
unduly interfere with the free and uninterrupted use of the premises by the Owner.
The Builder shall notify the Owner when the Builder considers that practical completion has occurred and within
FIVE (5) days the Owner and the Builder or his representative shall meet at the Works to carry out a prehandover inspection. If said meeting does not occur the Contract shall be referred to arbitration pursuant to
Clause 18 hereof.
During the pre-handover inspection the parties shall agree to a list of items which require completion or
rectification. If the parties do not agree the Contract shall be referred to arbitration pursuant to Clause 18 hereof.
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(d)

(e)

(f)
(g)

14.
(a)

(b)

(c)

(d)

15.
(a)

(b)

(c)

16.
(a)

Subject to Clause 13(e) the final payment shall be due within FIVE (5) days after practical completion and upon
payment thereof the Builder shall hand the keys of the Works to the Owner or to such persons as the Owner may
direct and on acceptance of the keys the Owner shall be deemed to have entered into possession of the Works
and to have acknowledged that they have been completed by the Builder in accordance with this Contract and
the Builder shall thereupon be relieved and discharged from all responsibilities under this Contract other than his
obligations pursuant to Clause 14.
Subject to Clause 13(g), if the Owner shall take possession of the Site, permit work outside this Contract or
deliver goods or chattels to the Site without prior written consent of the Builder, before practical completion or
before the paying of all monies due and payable hereunder (whichever is the earlier), such action shall constitute
an absolute waiver, release and discharge to the Builder from the Owner of any and every claim which the
Owner had or might have against the Builder hereunder and the Builder shall thereupon be discharged, released
and relieved absolutely from all of his obligations and responsibilities under this Contract (other than his
obligations pursuant to Clause 14 – Defects Liability Period) and all monies payable under this Contract shall
become immediately due and payable together with any interest thereon for late payment at the rate specified in
Item 8 of the Schedule calculated from the date of the Owner taking such action.
The Works shall be at the risk of the Owner from the date the Owner takes or is entitled to take possession.
Possession of part of the works may be granted by the Builder in writing without prejudice to either party’s
rights under this Contract.
DEFECT LIABILITY
If within the time specified in Item 10(a) of the Schedule calculated from the date on which practical completion
was reached therein after referred to as “the defects liability period”) defects or other faults in the Works which
arise out of defective or improper materials or workmanship appear other than those defects and faults which
may occur due to normal shrinkage and settlement and are notified in writing to the Builder they shall be
rectified by the Builder.
If the Owner does not notify the Builder in writing of any such defects or faults within TEN (10) days of the
expiration of the defects liability period, the Builder shall be discharged and relieved from any further
obligations and responsibilities under this Contract.
The Builder shall at his own cost carry out the rectification of defects within the time stated in Item 10(b) of the
schedule hereto. If the Builder fails to rectify the defects or faults within this period the Owner may recover
from the Builder the costs of making good the same.
The Builder shall not be liable to remedy any damage or rectify any defects to the Works arising from any work
carried out on the Site by the Owner or its servants and agents at any time.
EARLY TERMINATION
In addition to their respective rights and remedies contained herein or in equity the Builder may terminate this
Contract in any of the events mentioned in Clause 16 hereof and the Owner may terminate this Contract in any
of the events mentioned in Clause 17 hereof.
Neither party shall be at liberty to terminate this Contract or exercise or enforce any other right or remedy in
relation hereto whether pursuant to this contract or at law or in equity without first giving to the other party a
notice in writing specifying the complaint(s). If the Builder gives to the Owner such notice of default the
Builder shall be entitled to suspend the Works until the complaint(s) in that notice have been remedied. If after
FIVE (5) days of service of such notice, the other party fails to remedy the complaint(s), then the party giving
such notice may terminate this Contract forthwith.
On such termination, subject to any agreement to the contrary or to any determination made pursuant to Clause
18 the Builder shall be entitled to be paid forthwith for all costs together with the Builder’s fee thereon incurred
to that date. The Builder may claim interest at the rate specified in Item 8 of the Schedule hereto on all monies
outstanding after the expiration of FIVE (5) days from the date of termination until payment in full is received by
the Builder.
EVENTS ALLOWING BUILDER TO TERMINATE
The Builder may, in addition to any other rights under this Contract, terminate this Contract in any one of the
following events:
(i)
substantial damage to or interference with the Works or access thereto by any cause beyond the control
of the Builder including (but without limiting in any way the generality thereof) water, flood, fire,
storm, tempest, rioting, earthquake, civil commotion or industrial action;
(ii)
any breach of the Contract by the Owner;
(iii)
if the Owner shall make any assignment for the benefit of or enter into any arrangement or composition
with his creditors or go into liquidation (whether voluntary or compulsory except for the purpose of
reconstruction or amalgamation) or have a Receiver appointed or commit an act of bankruptcy or if a
sequestration order is made against his estate;
(iv)
any deliberate and substantial prevention of or interference with the Works or Progress thereof caused
by the Owner; or
(v)
any failure by the Owner for FIVE (5) days after the due date thereof to pay any monies pursuant to
Clause 10 of this Contract.
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17.
(a)

EVENTS ALLOWING OWNER TO TERMINATE
The Owner may, in addition to any other rights under this Contract, terminate this Contract in any of the
following events:
(i)
any substantial breach of this Contract by the Builder; or
(ii)
if the Builder shall make an assignment for the benefit of or enter into any composition with his
creditors or go into liquidation (whether voluntary or compulsory except for the purpose of
reconstruction or amalgamation) or commit an act of Bankruptcy or have a Receiver appointed or if a
sequestration order is made against the Builder’s estate.

18.
(a)

DISPUTES
In the event of any dispute or difference between the Owner and the Builder at any time whatsoever as to any
matter arising hereunder or in any way concerned or connected herewith or relating to the construction of this
Contract then notwithstanding the rights of either party to apply to the Builders’ Registration Board of Western
Australia, or other relevant Statutory Bodies, either party may give to the other notice of such dispute,
disagreement or difference and at expiration of FIVE (5) days thereafter and in the absence of any settlement
may be referred by either party to arbitration which will be conducted in accordance with the Commercial
Arbitration Act, 1985 by:
(i)
a single arbitrator appointed by mutual consent; or
(ii)
in the event that agreement of the appointee is not reached within FIVE (5) days a single arbitrator shall
be appointed by the President or his nominee of the Housing Industry Association (Western Australian
Division). Such appointee shall be an Arbitrator approved by the Institute of Arbitrators (Western
Australian Chapter). At the time of application for such appointee the party applying shall deposit with
the Housing Industry Association such sum as may then be required by way of security for costs of the
arbitration proceedings and further sums so contributed whether by direction of the arbitrator or
otherwise (but always in equal shares) shall be applied in accordance with the directions of arbitrator.
The conduct of the Arbitrator shall be in accordance with and subject to the provisions of the Commercial
Arbitration Act 1985 and the decision of the single arbitrator appointed shall be final. The rights and obligations
of the parties under this Contract shall be modified only to the extent made necessary by such arbitration.

(b)

19.
(a)

NOTICES
Any notice given to any party pursuant to the terms of this Contract shall be properly given if addressed to the
party and served personally upon him or forwarded to him by prepaid letter addressed to such party at his
address given herein or such other address as may be notified in writing by such party to the other. Any notice
so posted shall be deemed to have been served unless contrary is shown at the time when by the ordinary course
of post the notice would be delivered.

20.
(a)

COMPUTATION OF TIME
In the computation of time hereunder no account shall be taken of Saturday, Sunday or any other day properly
gazetted or proclaimed to be a public holiday.

21.
(a)

ASSIGNMENT
Each of the parties to the Contract hereby specifically agrees that he shall not assign his interest in this Contract
without the prior written consent of the other.
The Builder may at his option sub-contract the whole or any portion of the Works but any such sub-contracting
shall not relieve the Builder from any of his responsibilities or obligations as set forth herein.

(b)

22.
(a)

SEVERANCE
If in consequence of an item in the Schedule not being completed any clause contained herein is held by a Court
to be uncertain and thus void, that clause shall be deemed to have been severed from this Contract and shall not
vitiate the Contract.

23.
(a)

EXTENT OF BUILDER’S LIABILITY
Notwithstanding anything herein contained to the contrary the Builder shall not be liable to the Owner in respect
of any matter for which the Builder provides an indemnity under Clause 8(a) in an amount exceeding the full
replacement value of the Works.
Except as provided in Clause 8(b)(ii) the Builder shall not be liable to the Owner in any way whatsoever for any
claim or proceedings in respect of injury or damage to such of the Owner’s fittings, finishes, fixtures or any other
item(s) forming part of the Works which the builder does not supply as part of the Construction Documents.

(b)
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24.

INTERPRETATION
In this Contract words importing the singular shall include the plural and vice versa and words importing the
masculine gender shall include the feminine and neuter genders and vice versa and words importing persons
shall include corporate bodies. A reference to “Owner” or “Builder” includes their and each of their respective
heirs, successors and assigns. Headings in this Contract are deemed not to be part hereof and are not be used in
the interpretation or construction hereof. A reference to statutes or regulations includes any statutory reenactment or modification thereof from time to time in force.

25.

SPECIAL CONDITIONS
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