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Agenda

• Overview

• Purpose

• Review toolkit

• Discussion



Overview

• Subcommittee of the COAA Contracts 

Committee

• Goals and focus areas:
 To create a toolkit for use by Contract 

Administrators throughout the lifecycle of the 

Contract

 Support “Twice as Safe, Twice as Productive by 

2020”



Purpose

• Improve project outcomes from effective 

contracting and contract administration

• Cover the whole life-cycle - from contracting 

strategy to close-out

• “Starter pack” – subject to further ongoing 

development

• Toolkit based on COAA Stipulated Price 2003 

contract



Toolkit Content

• Contract Strategy

• Contractor Prequalification

• Scope of Work Development

• Tender/Bid Package

• Non-Disclosure Agreement

• Standard Forms of Contract

• Tender Evaluation and Recommendation

• Commercial Risk Summary & Fact Sheet

• Change Management

• Monthly Reporting

• Close-Out

• Other Tools



Contract Strategy

• COAA presenting Best Practice at this 

conference

• Many companies have no documented process 

• The Best Practice includes: general process 

guidance, compensation matrix selection guide, 

risk assessment model, contract strategy 

meeting agenda, self-assessment



Contract Strategy



Contractor
Prequalification

• COAA published a Contractor Prequalification Best 

Practice in May 2013, it includes:

- Appendix A – Evaluation Criteria

- Appendix B – Evaluation Methodology

- Appendix C – Risk Assessment Matrix

- Appendix D – Implementation Guide

• Two-stage method: General Screening and 

Project-Specific screening



Contractor
Prequalification



Scope of Work
Development

• COAA developing best practice for scope of 

work

• The Best Practice will include standardized 

templates and supporting documents to assist 

cross-functional project teams to develop a fit-

for -purpose Scopes of Work for their specific 

projects. 



Scope of Work
Development



Tender Package

• Information sent to contractors so they may 

prepare a tender

• The tender package should include all 

information necessary for a contractor to 

prepare a tender



Tender Package



• Important during tendering and pre-tendering

• Strict NDAs can cause Contractor/ Bidder/ 

Proponent to be in breach of its terms

• COAA published an NDA and checklist as a Best 

Practice

Non-Disclosure
Agreement (NDA)





• COAA has published 3 standard forms of 

contract:
- Stipulated Price 2003

- EPC Contract 2005

- EPCM Contract 2008

• The contracts use plain language

• Provide flexibility on compensation types

Standard Forms of
Contract



• One of the most challenging and time 

constrained processes

• Highly dependent on organization’s tendering 

process

• Toolkit includes a templates for tender 

evaluation and award recommendation

Tender Evaluation and
Recommendation



Tender Evaluation and
Recommendation



• Communication between pre-contract & post 

contract teams is important

• Risk register

• Contract fact-sheet

Commercial Risk
Summary & Fact-sheet



Commercial Risk
Summary & Fact-sheet



Commercial Risk
Summary & Fact-sheet



• Flow chart for change process under COAA 

Stipulated Price 2003

• Includes templates for 
- Contemplated change notice 

- Change directive

- Change quotation

- Change order

- Change log

Change Management



Change Management



Change Management



• Native word document

• Sections for major elements of work: HSE, 

schedule, progress, engineering, procurement, 

fabrication, construction, quality, completions

• Sections for commercial data: Areas of Concern, 

Contract Summary, Risk Management, Payment 

Schedule Projection

Monthly Report



Monthly Report



• Includes a set of letter templates for:
- Final Completion

- Functional Completion

- Statutory declaration (COAA)

- Suspension notice

- Termination notice

- Release for final payment (COAA)

Close-out



Close-out



• Includes a set of other general tools such as:
- Correspondence log

- Kick-off meeting agenda

- Meeting minutes

Other Tools



Other Tools



• What are the main issues for you in your day-to-

day contract administration activities?

• Are there any additional tools or templates that 

you think can help?

Discussion
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• James Smith
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