

Administration within Contracts
Assignment 2

 






Bethan Stroud
1702210









Module Tutor:
Lara Hopkinson
Contract Practices & Procedures

Contents:
1.0 – Introduction
2.0  - Choosing a Procurement Method
2.1- Contractual Arrangements
3.0 - Roles within the Procurement Stage
4.0 – Administrative Factors
4.1 – Contractual Obligations
4.2 – Time, Cost and Quality
5.0 – Conclusion
6.0 – References




1.0 – Introduction
Contract administration plays a key role within a construction project. It is a control feature, organising and completing the essential activities for project performance. It is to also ensure the construction project is obeying the contractual obligations, especially when an issue such as a significant variation has affected the project; in this such scenario.

2.0 – Choosing a Procurement Method
The administration practice begins at the start of the preparation stage, determining the procurement method e.g. Design and Build. This is a key stage in the project as it will provide the nature of the project, differing contracts and responsibilities to both the client and contractor if an issue such as a large variation arises. Once a method is chosen by the project team, the administrator will file all the relevant information, ensuring the correct documents have been issued and begin to prepare the tender packs to send to the relevant contractors, or sub-contractors, depending on the procurement route. 
2.1 – Contractual Arrangements 
At this stage of the project, it is assumed that the relevant team has been appointed, as well as winning contractors and subcontractors. The administrator will begin to regulate and control cost and time, in accordance to the terms and conditions arranged between the client and contractor. The contracts will organise payment methods, specifications and health and safety information which the administrator will prepare and ensure they have been issued, signed and read by the correct personnel.  “During this stage, Risk allocation will be discussed. It is important to determine what risks to pass to the contractor and what are the risks undertake by the Employer” (Gamage, 2018). These risk allocations will be stated within the contractual agreements, also including factors relating to liquidated damages, retention, defects liability and the construction duration. 

3.0 – Roles within the Procurement Stage 
Throughout the procurement stage, multiple members of the project team will be involved to decide the method, as well as the role of the administrator to keep track of tenders and returned quotes. The administrator will be working closely to the Quantity Surveyor, who will eventually appoint multiple sub-contractors and aid in the decision of a main contractor. This is also applicable to the side of the client, whose Quantity Surveyor will assess the measurements and costs from the contractors sending in their quotes. The administrator will contact the contractors possibly awarding jobs, or inviting them to tender depending on the procurement route. Other roles within this stage include the engineer, who may issue updated drawings of M&E, or the Architect who may have alterations to the design of the building. These variations or alterations will have to be re-issued, by the administrator, to the relevant parties during this stage of the project to ensure everyone has the most up to date information to avoid mistakes at the start of the construction stage or when submitting a quote. 


4.0 – Administrative Factors
Administration is important until the end of the project. This can be when the construction is completed for hand over, or even dissolution of a contract due to poor performance. The administrator will ensure the problems which arise during the project will be resolved smoothly, to make sure the scheme will continue until completion. Such as the significant variation previously stated. A large variation can have dramatic effect on a project, potentially resulting in the project being on stop, going over budget or over the timescale written within the contract. The variation can be anything from a quality matter, sequence of work or a design alteration; which can all have a major impact on the project. The variations could occur if the contract documents do not clearly state and describe the correct work and specifications, resulting in an administration error. This shows the importance of effective administration during a project to avoid costly variations. 
4.1 – Contractual Obligations 
Depending on the original contract agreements, this information can be included within the NEC or JCT contract which the administrator can sieve through to gather the correct agreement terms to resolve variation hurdles. Whatever has been settled and signed at the commencement of a project, leaves both parties responsible to carry out the duties stated under the contract they have agreed to. The administrator can direct on the best path for resolution in line with agreed obligations, assessing the most cost effective route or ability to save time which may be a key aspect within the contract. If the administrator advises incorrectly, or misses vital obligations within the contract, this can result in ‘breach of contract’. “When a breach of contract occurs or is alleged, one or both of the parties may wish to have the contract enforced on its terms, or may try to recover for any financial harm caused by the alleged breach.” (FindLaw, 2019). This can result in mediation, arbitration or even taking another to court. 
4.2 – Time, Cost and Quality 
During a variation concern within a project, it is important for the administrator to track, or assist tracking, costs resulting from the significant variation. This is essential for the project as it may be losing the client or the contractor money; eating in to possible profits. This can also be negative on behalf of the contractor, as it may affect future work with bad reviews and feedback if the administrator is incapable of appropriate cost management. This can be applicable to the duration and quality of the project. The administrator must alter the schedule of works and time management of the project to ensure deadlines are met, also affecting possible on-going costs with running over time. The administrator can notify the project team of the terms and arrangements and advise on how to progress, without effecting the quality of the project. 

5.0 – Conclusion 
[bookmark: _GoBack]To conclude, the administrator’s role is important during a project. To resolve an issue such as a large variation, they have a key role in monitoring the alterations, time management and additional costs. They will also have direct access to the contractual agreements to ensure both parties are sticking to their obligations to avoid dispute and bad relationships, as well as ensuring that the contracts include the correct information for both within agreement to avoid such significant variations. 
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