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Introduction 
This report aims to outline the roles and responsibilities, along with problems a contract administrator may face during a project. Also explain the the process in which they follow, and how they ensure that obligations by each party are kept by this process. The process will be vary depending on the type of procurement route and the contracts used. Therefore, a list of assumptions will be made, In order to help identify the process to be used. 

Aims of Report
· Describe the role of contract administrator 
· Outline typical variation likely to occur
· Issuing of variations
· Explain the valuation of variation 
· Who variations are valued by
· Extension of time 

Assumptions
The assumption made, are there as a guide to add context to the report, and help explain certain methods and aid to keep the report on task.

· The first assumption I am going to make is that the contract falls under a JCT Standard Building Contact.
· Contractor is not permitted to pay damages due to extension of time.


Overview 
The scenarios of this report outlines that there is significant variation within the contract that impacts on the delivery timeframe of the project and cost.  This needs to be resolved in order for the continuation of the project and to prevent any unnecessary damages.


The role of a contract administrator

Firstly, one must first know the roles and responsibilities of a contracts manger, in order to better understand the process. A contract mangers is involved in managing the contracts between the contractor and the client, this role can be undertaken by a number of different professionals, traditionally filled by the architect. However, a number of other professional can assume the role. 

Variations
A common feature of construction contracts, is that the work may require variations as the projects proceeds. This is an alteration to the original scope of work in the contract, this will be either in the form of an addition, substitution or complete omission.  For example, 
· Changes to the design
· Changes to quality 
· Change in specification by owner
Note these a just a few examples. 
The contractor is not permitted to carry out any extra work that isn’t in the contract. They can request that a variation be made from the contract administrator, and later claim on said work. 
A variation is an agreement that enables altercation of some of the term of the contract, clause 3.14 in JCT allows for authorisation to instruct a variation. Although, where there has been a departure from specified work, it should be decided that if in fact there is a variation in the contract and if so whether the contractor is entitled to be paid extra and if so the amount of extra payment.  It should also be noted that, the contract administrator is to act unbiased during this process as fair contractor treatment needs to be considered. 

Valuation of variation 
 Variation that have been either instructed by the contract administrator, or requested, could results in added costs or deductions from the agreed contract sum.  The valuation can also include other expenses that are not included in the variation description, as that variation can impact on other aspects of the project, time schedules etc. The completion date, is also to be included, as a variation can have a direct effect.   

Variation valued by

· Settlement between client and contractor 
· A quotation of the variation by the contractor and accepted by the client
· The quantity surveyor 


 However, if the first two point can’t be agreed then the contract administrator is to issue the quantity surveyor to provide a valuation, this stated in the JCT standard building contract. Along with alternative methods, as mentioned. The contract administrator will usually adopt the quantity surveyors valuation, however will still be required to carry out sufficient checks to ensure that the certified sum is right.  It is to be noted that the contract administrator can opt to go for an alternative procedure, in term of valuation. This allows the contractor to be instructed that the variation is to be dealt with under schedule 2. This allows the contractor 21 days from the instruction or request further information in order to submit to the quantity surveyor. This quoting include the valuation of the works, extension of time and loss/or expense. Acceptance must be within seven days from the receipt and accepted by the contract administrator. If not then the usually rules apply.  This method is much more beneficial, as it allows claims to be settled at the time of the variation, instead of waiting months. 

Extension of time 

This allows for the construction project to be extended, where there is a delay. The contractor is required to prevent a delay, even if it’s not their own fault. A formal letter is addressed to the contract administrator which requests an extension of time, including reasons for delay. If a contractor does not complete works by a set date of completion, the pre agreed damage payments are to be made to the client. However, if delay are due to certain specific events then the contractor will be released of his obligation to pay damages.  The contract administrator once received and assessed the application, must make a decision and notify the contractor. If an extension of time has been permitted, the contract administrator in writing make a reasonable extension of time to the contractor. 


Conclusion 

[bookmark: _GoBack]The contract administrator a fundamental role in ensuring that the project continues to progress, even when problems do arise. They are responsible for the administration of the construction contracts, and act act as an unbiased party when giving an assessment or decision. 
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