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 Appendix 1 -          

1.1 Sample Invitation to Tender

(Contractor Address)

Dear Sir/Madam,








Invitation to Tender for works to:

You are invited to submit a tender in competition for (adaptations/ works/ repairs) to …........................................................


A copy of each of the following documents are enclosed:


The Specification of Work 


One set of each of the Tender Drawings 


Form of Tender


Certificate of Non-collusion


A brown tender return envelope

Your tender for the works should be set out on the Form of Tender, combined with the Certificate of Non-collusion and a copy of the final summary page of the Specification.  These documents should be inserted and sealed in the brown tender return envelope provided.  
Any additional markings on the tender envelope will render the tender invalid. 


Your tender should be returned in the envelope provided to: 


(Agency address)

not later than (time)  on (date).


If you have any queries relating to the quotation you may contact this office.


Yours faithfully,
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                                                     1.2 Sample Form of Tender
FORM OF TENDER 

(Contractor Address)
Dear Sir/ Madam,

The Improvement of (adaptations/ works/ repairs) to:

I/We, having read the Specification for the Works described above, do hereby offer to execute and complete the whole of the works described, for the fixed price sum of:

........................................................................................pounds  

..........................................pence   (£        :          p)

All to the reasonable satisfaction of the Technical Officer.

I/We certify that my/our tender is VAT exclusive and that I/We agree to furnish the Employer, at the commencement of the Contract, with a provisional assessment of VAT on positive rated items of materials or work for which the Employer may be liable.

I/We undertake, in the event of your acceptance, to enter into a Contract, for the due and proper completion of the works.

I/We understand that I am/We are quoting at my/our own expense and that neither the lowest nor any tender will necessarily be accepted.

I/We understand that references may be sought prior to entering into a contract.

I/We agree that should errors in computation of the Specification submitted by me/us be discovered before acceptance of this offer, that I/We will be given details of such errors and will be afforded an opportunity to confirm or amend my/our offer in accordance with Section 6.0 Alternative 2 of the Code of Procedure for Single Stage Selective Tendering, published by the National Joint Consultative Committee.

I/We are able to commence work on site on ....................................and complete the whole of the works within the period stated respective to those works ( no of weeks stated).
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                                                     1.2 Sample Form of Tender
I/We agree that this quotation shall remain open for consideration and be subject to acceptance for four weeks from the date for return of quotation.

Dated this ..................day of ......................2010

Person, Firm or Company..............................................................................

Address...................................................................................................

.............................................................................................................

Signed...................................................................

in the capacity of .....................................................

Signature of Witness ..................................................

Address of Witness.....................................................

                                                                               Appendix 1 -          

                                                                                   1.3 Sample Non-Collusion
CERTIFICATE OF NON-COLLUSION

(Contractor Address)

Dear Sir/ Madam,

The Improvement of (adaptations/ works/ repairs) to:

I/We hereby certify that (except where it was essential for the purpose of arriving at a bona fide figure) I/we have not computed, fixed or adjusted the amount of the Tender by or under or in accordance with any agreement or arrangement with any other person.  I/we also certify that I/we have not done and undertake that I/we will not do at any time before the execution of the Contract any of the acts of:

(a)
communicating to a person other than the person calling for these Tenders the amount or approximate amount 
of the proposed Tender except where the disclosure, in confidence, of the approximate amount of the Tender was necessary to obtain insurance premium quotations required for the preparation of the Tender;

(b)
entering into any agreement or arrangement with any other person that he shall refrain from tendering or as to the amount of any Tender to be submitted;

(c)
offering or paying or giving or agreeing to pay or give any sum of money or valuable consideration directly or 
indirectly to any person for doing or having done or causing or having caused to be done in relation to any other tender or proposed tender for the said work any act or thing of the sort described above.

I/We list below all companies corporate or unincorporate which are associated, affiliated or subsidiaries of the Contractor.

There are no companies corporate or unincorporate which are associated, affiliated or subsidiaries of the Contractor.

Delete where appropriate.

I/We understand that you are not bound to accept the lowest or any Tender you may receive or pay any expense incurred by us in connection with the preparation and submission of this Tender.

In this Certificate the word ‘person’ includes any persons, firm, organisation, body or association corporate or incorporate which expression shall include associated or affiliated organisations or subsidiaries of the Contractor as well as unrelated competitors and any agreement or arrangement includes any such transaction formal or informal and whether legally binding or not.

Signed ............................................................... (and) 

...................................................................

In the capacity of 

.............................................................................................................

duly authorised to sign tenders and give such certificate for and behalf of:

COMPANY NAME (in BLOCK CAPITALS) .....................................................................................

Registered

Address 

.............................................................................................................

.............................................................................................................

Telephone Number ............................. Fax Number ..................... Date 
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                                                                                                           2.1 Sample Job Sheet

  


                             
Job Sheet & Receipt

Client Name:   






ID:

Address:







Tel No:

Second Contact Name:





Tel No:

	Date Of Appointment                                   Start Time:                          Finish Time:                                                                       

	Work required:   


	Client Costs

£_______



	I certify that the adaptations and improvements at my home have been completed to my entire satisfaction.

Client Signature: __________________________   Date: ____________

I certify that the above detailed work has been completed by (Agency Name)  Care & Repair and any payments have been received with thanks.

Care & Repair Signature: ____________________
 Date: ____________

Print Name 

Has the client made a donation to the Agency?         Y/N Please state amount £_____
Project Type

RRAP (    Minor (   (         )  (   (       ) (   (           ) (   


I agree that the information recorded on this form can be held on the (Agency)  Care & Repair database for research purposes and made available to the relevant employees.

(Agency)  Care & Repair will keep personal details secure and will not disclose them
Appendix 3 -          

  3.1 Sample Pre contract meeting
Our Ref:   

Contractor Address

Date

Dear Sir 

Re: Client’s name & Address – Pre Contract Meeting

Formal approval has now been received from (Client/ Council) in respect of carrying out work at the above property. I attach a copy of your original (tender/quote) for information.  

I would like to arrange a pre-contract meeting at site on (date and time), prior to work commencing.  The meeting will be to discuss the following items:

1. Introductions 



2. The Contract



3. Health & Safety matters & code of conduct at the clients home

4. Site matters




5. Frequency of site meetings



6. Communication


7. Information



8. Finance




9. Quality Control



10. Programme



11. Any Other Business


Please be advised that any additional cost for work not included in the original pricing must be agreed in writing before it is undertaken.

I would be grateful if you could contact me as soon as possible to confirm your attendance to this meeting.

I look forward to hearing from you.

Yours faithfully/ sincerely

Technical Officer

Enc.
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       3.2 Sample Pre contract minutes

Our Ref: 

Client/contractor

Date

Dear

Re: Pre-contract meeting (clients address).

Further to the pre-contract meeting on (date), please find enclosed the minutes of the meeting together with the signed contract agreement for your safekeeping.

The start date for the work to commence has been agreed for:                                 .

The proposed completion date is:-

Please do not hesitate to contact me in the meantime, if you have any queries.

Yours sincerely

Technical Officer

Enc.
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       3.2 Sample Pre contract minutes

M I N U T E S

Minutes of pre-contract meeting held at:   (address) ___________________ on___________________day, _____________________ 2010

1.0
Present


___________________________________ 
-  Clients

___________________________________
-  Contractors

___________________________________ 
-  Care & Repair


___________________________________
-  Other (if applicable)

2.0
Contract:
2.1 The Contract sum was agreed at £ _____________________excluding VAT.

2.2 The Contract Commencement and Completion Dates were agreed as follows:

         
Commencement        


- ____________________

         
Completion                  

- ____________________
         
Contract period           

- ________  weeks
2.3 It was confirmed that a copy of the Contractor's Employers and 

Public Liability Insurance and current letter of renewal was held 
Yes/No

on file at Care &  Repair.-









2.4     Building Regulations Cards were handed to the contractor

Yes/No

2.5      The contractor would register the works with the Health & 

Yes/No
Safety Executive prior to commencement on site using form F10.

2.6   
The Contractor gave details of domestic sub-contractors as follows:

 

Electrical





-  



Plumbing





- 



Roofing





-


Damp Proof Course & Timber Treatment
-


Other






-
3.0 Site/ Health & Safety:

3.1
The Contractor was aware that under no circumstances should visitors (other than those DIRECTLY involved with the Contract) be allowed on site, without prior arrangement with the Technical Officer and the agreement of the Contractors.
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       3.2 Sample Pre contract minutes

3.2 The Technical Officer would take photographs of adjacent 

Yes/No
properties, from front and rear if possible, internally, prior

to work commencing.

4.0
Client Contribution







Yes/No

4.1 If there is a client contribution this will be due on the first interim payment,   

          request made by the contractor.

4.2     The Client contribution amount £_______________________

5.0 
Services: 

Electricity and water supplies would be available for minimal use. 

6.0    
 Communications/ Site meetings:

6.1 All technical enquiries are to be directed to the Technical Officer      

Mr/s__________________  or Technical Officer Mr/s_____________would be    

monitoring the work on site.

6.2 Any items of work additional or alternative to those specified in the Schedule must be agreed with the Technical Officer in writing before being carried out.

7.0   
Information:
The Contractor was asked to check through drawings/specification, and if there were any problems these would be sorted out before commencement 

on site.

8.0     Pre-handover (delete as applicable):

8.1 At the insistence of the Grants Department and as detailed in the Conditions   

          of the CIOB Contract, a    % retention would be held for a 3/6-   

         
 month Defects Period.  (delete as applicable).

8.2 Similarly, in the event of delay in completion without good cause, Liquidated and Ascertained Damages would be rated at £_________ per week.
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       3.2 Sample Pre contract minutes
9.0      Any other matters:

The Contractor was aware that Care & Repair expected a prompt response to Emergency Defects during the Defects Period, and also that any works identified at the end of that Period should be completed promptly.  Any lack of progress in completing Defects Works would be considered seriously in selection of future tender lists.

The contractor agrees to abide at all times to the agency’s code of conduct whilst on site.
11.0 Cooling Off Period:

Under the terms of “The Cancellation of Contracts” made in Consumer’s Home or Place of Work etc Regulation 2008, the client has the right to cancel the contract within 7 calendar days of the date of the commencement of the contract. Cancellations must be made in writing (by letter or e-mail) and sent to the contractor. The contractor should not commence work within the 7 calendar days unless an agreement is made in writing.
12.0
Distribution:

      
Client 

Contractors

    
Care & Repair file


MINS ____________________________
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  3.3 Sample Variation Order (Contractor)

Our Ref:  

(Contractor Address)

Date

Dear 

Re: Confirmed variation/ additional works at:

Thank you for writing to request a variation/ changes to the schedule of work that was agreed at the pre-contract meeting. 

I can confirm that in accordance with your letter (attached) the (Client/ County Council) has agreed to this variation and accepts the costs identified. 

Please accept this letter as confirmation to proceed with the works.

If you have any queries regarding this, or any other matter, please feel free to contact the office on the above number.  

Yours sincerely

Technical Officer

Enc.

Appendix 3-
3.4 Variation Order (contractor)

Our Ref:  

(Client Address)

Date

Dear 

Re: Request to approve a variation/ additional works at:

(Contractor name) has advised me that there needs to be a variation/ change to the original works agreed at the pre-contract meeting.

I attach the (letter/ fax/ correspondence) from the contractor which shows the changes and additional costs involved.    I confirm that I have reviewed these costs and that they are reasonable and reflect the additional work that needs to be completed at your home.

Please confirm your acceptance of these costs by signing the enclosed document and sending this back to me in the S.A.E.  Alternatively please contact me to arrange a visit so that we can discuss this further. 

Yours sincerely

Technical Officer

Enc.

Appendix 3-
3.4 Variation Order (contractor)

Private Works

Client: 
……………………………………………………………………….

Address: 
……………………………………………………………………….

                
…………………………………………………………………........

Contractor: 
……………………………………………………………………….

Works: 
……………………………………………………………………….

Total Cost of Works:  ……………………………………………………..............

I hereby agree to pay the above contractor the additional sum of £…………………for the works detailed in the attached document.

Client’s Signature  ……………………………………………………………………………….

Name ………………………………………… Date ……………………………………………

Please return form to address below in envelope provided: 

F A O Technical Officer

(Agency Address)
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3.5 Sample Practical Completion)

Our Ref:  

(Contractor Address)

Date

Dear 

Re: Practical Completion of works/ alterations at:

I write to confirm that (client name) has signed to confirm acceptance of the completed works following the site meeting on: (Date)     and following completion of the snagging previously identified.

The work commenced on: (Date)

In accordance with the contract terms the defects liability period will commence from: (Date)                                and finish on: (Date)

Thank you for carrying out this work in a professional and diligent matter.

Yours sincerely

Technical Officer

cc.  (Client/ County Council)

   (Agency Address)


                            (Tel:                                  


                                 ( Fax: 


			    E Mail:








