[image: ]

Administration within contracts

Mark Jones

Assignment 2
School: Built Environment
Subject: Contract practise and procedures
Hand In date: 7th of March 
Lecturer: Lara Hopkins
2019







Page index
1.1 Introduction
References 


























 
1.1 Introduction
The contracts administrator can be part of the project from the initial concept through to the final stages and handover, the contract administrator is needed to ensure all contractual obligations are being followed to the agreed standard between parties, to monitor progress and evaluate risk control on a project. He or she will manage all the documentations with regards to the project such as the original contract agreement, added documentation of any modifications made, records of the project and payments over the duration of the project. 
Depending on the size of the project the contract administrator can be a hired specialised, employers’ consultant, architect, project manager, engineer although in most cases in the past it has been the architect that has taken on this role. If there is a variation in the contract, it is the contract administrator’s duty to ensure a remedial action is put in place to resolve the issue. 
This report will outline variation in a contract that affects time and cost, the duties a Contract administrator must undertake when change in a contract occurs.
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1.3 Contract Administrator 
The Contract administrator is hired by the client or clients to ensure all obligations are being followed correctly, they must act honestly without being biased to the client or contractor (See figure 2, for how the contracts administrator is related to the client). If a change in contract occurs that affects the time scale and cost it is the contract administrator’s role to approach the client or contractor as soon as possible to resolve the issue, or act on behalf of the client to make the necessary changes allowing both parties to come to an agreement.
The Contract administrator should understand the contract completely, knowing all the clauses in the contract meaning he or she can manage the project fairly for both the client and contractor. Some contracts will allow change, and some will have a clause stating, ‘no changes are to be made’. 
In the construction industry there are many factors that can affect cost and timescale of a project, unforeseen issues can arise on a construction site affecting the contract such as weather delays, material delivery delays or illness to the workforce. The contracts administrator will need to discuss and change the contract as suited if any unforeseen issues arise, this is known as change orders. 
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1.2 Variation in a Contract 
For a contract to be altered or changed in any way there needs to be an original agreement made between two parties, this will be a binding contract made at the start of a project. ESUB Construction (2018) state that the contract will have a scope of work set out, agreed by the client and contractor and should include a total price for the project and any other clauses that the client will need in the contract. Once the client and contractor (and contract administrator) are happy with the contract, both parties sign the contract and it is then approved making it enforceable. 
Contract experience (2019) states that there are many reasons a contract may need to be modified, a common modification could be to extend the time limit of a project, there may be extra work needed or changes to the project that will affect time therefore affecting the overall cost. If the contract is to be altered this is called a Change order or variation order, the change order must include:
“A revised scope of work – this could mean less work or more, but usually, the customer is asking for something in addition to what has already been agreed.
Pricing for the new work.
Any relevant modifications to the original contract that result from the new scope of work, for example, extending the delivery schedule for the project because the scope of work is now greater.
The signatures of both the contractor and the customer.” ESUB Construction (2018)
Although If there is significant change in a contract it may need to be re written, or another contract will need to be made with new documents and a signature will need to be provided by both parties again. Lamance, K (2018) describes that if a contract outlines ‘no future modifications are to be made’ then both parties must follow the contract as stated with no change to occur.  
It is an important duty for the Contracts administrator to inform the client that if change is to occur to add extra work or alter the work already agreed upon, it will more than likely increase the total cost of the project and extend the duration of the project. Once the remedial actions are agreed the project can carry on as normal, with the amended contract. 

NEC and JCT
NEC is a contract that can be considered on very large to small (minor works) projects, this type of contract can be useful for good project management and define legal relationships, see appendixes 1. JCT is also a contract that sets out all the requirements, the obligations and clauses of a contract, the contractor can know what needs to be done and when, by giving the client a set time and possibly set cost, see appendixes 1).
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Conclusion
The contract administrator is responsible for ensuring all the obligations are followed as stated in the contract, meaning he or she must know all the details set out in the original contractual agreement. As the scenario outlines there is a variation that impacts time and cost, it would be the duty of the contracts administrator to find a remedial action that would best the client and contractor, in this case it would more than probably result in a change order. The contract will be amended or re written, once both parties agree the project can then proceed. 
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Appendixes 
Appendixes 1
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The table above, shows the comparison of JCT and NEC contracts. Sourced at (L.L.C) (2017)













Appendixes 2
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This diagram is assuming the procurement used is Traditional procurement route. This diagram is used to see where the Contract administrator is with regards to the whole construction team. Diagram sourced from S, Hart (2017).
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