BASIC RECORDS


Steps to tackle problem situations

	1. Recognise and identify all problems as they become apparent.

	2. Notify Client/Builder in writing forthwith.

	3. Be ready to propose and discuss solutions in a proactive and constructive manner (but this does NOT mean committing the Subcontractor to un-reimbursed expenditure!).

	4.  Submit daily records of labour and plant involvement.

	5. Maintain and submit detailed weekly records of progress, delays 
and/or disruptions


Keep basic records

	1. SITE DIARY recording daily details of labour, plant, Sub-sub-contractors, weather, progress, delays, start and finish dates of activities etc 

	2. SITE ACTION MEMOS/DELAY REPORT .to the Client regarding delays, disruptions, problems, requests for information etc 

	3. CONFIRMATION OF VERBAL INSTRUCTIONS, (CVI), for confirming all verbal instructions

	4. DRAWING REGISTER for details and dates of all drawings issued and received. (All should be date stamped on receipt and retained in a safe place)

	5. PROGRAMME REGISTER for recording the Reference, source and date of every programme and revision received and/or issued. All should be date stamped on receipt and retained in a safe place) 

	6. TECHNICAL QUERY SHEETS and discrepancies, problems etc Client's Drawings and Specification etc

	7. DAYWORK RECORDS for recording details of men, and materials engaged on "extra works", "standing time", "return visits", "remedial works" etc 

	8. TIME ALLOCATION SHEETS for daily/weekly allocation of labour time by reference to individual programmed activity, variation, disruption etc

	9. WEEKLY PROGRAMME/PROGRESS REPORT details of measured and/or percentage progress for each individual programmed location and activity, with comments as to delays, restraints etc


A supervisor’s delay record

	1. Date

	2. Area/block/floor level/room 

	3. Programme activity affected

	4. Cause of delay

	5. Required action from client/builder

	6. State delay/effect on programme

	7. Estimate possible effect on completion

	8. Request extension of time if necessary

	9. State cost effects and notify claim if necessary

	10. Give budget forecast if poss.

	11. Update weekly

	12. Show willingness to overcome delay if possible  (but not at own cost!)


	Factors 
	Explanation of the Effects of not taking a Factor into consideration

	Weather
	Although the contractor does not have any control over the weather. The weather can have an adverse effect on a construction project. The contractor can institute measures to reduce the effects of the weather such as: - 

· Plan the project to get the building watertight as soon as possible. Once the building has the roof on it is almost watertight and continuing operations can proceed without the interruptions of the weather.

· Glaze the windows and doors as soon as practically possible to avoid driving rain from affecting finishing work.

· Cover concrete with insulating blankets when the weather is cold to avoid frost damage to the concrete

· Order air entrained concrete or hot water concrete in cold weather to avoid frost damage to the concrete

· Cover concrete during hot weather and cure the concrete to avoid surface cracking of the concrete

· Keep a record of the weather in the site diary in the case of exceptionally adverse inclement weather the contractor can be reimbursed for the loss and expense.




Adverse Factors

These are just the ones concerned with the weather

Letters of intent

	1. Clear and unqualified acceptance in writing of the Subcontractor's tender 

	2. Instruction to proceed and/or expend money on specific functions (e.g. commence working on drawings and procurement of quotations for specialist equipment etc).

	3. Definite promise to pay for all works and/or services provided in the event of the Subcontract not proceeding.

	4. Confirmation of price, and allied terms

	5. Confirmation of programme, dates and periods

	6. Confirmation of terms and conditions

	7. Absence of “counter offers” and “additional conditions”


Identify unacceptable conditions at the time of tender

Check list of possible factors changing character/conditions. (variations)

 

             Winter working.

             Late and/or "piecemeal" receipt of instructions.

             Immediate/short notice response required to instructions.

             Special procurement, planning, supervision arrangements.

             Loss of trade discounts due to purchase of small quantities of materials.

             Extra costs due to transport and handling of ditto.

             Increased costs (fluctuations) on labour and materials.

             "Piecemeal working" in disregard of programmed sequences.

             Special return visits to areas in order to execute small quantities of work.

             Special isolation of individual electrical circuits in energised areas.

             Special return visits by sub-subcontractors.

             Special hire and/or retention of plant and access  equipment.

             Additional builder's work (eg holes and chases etc).

             Re-familiarisation on return to completed areas.

             Working in exceptionally congested circumstances due to out of sequence working.

             Re-testing and commissioning.

             Working in areas which have been prematurely occupied by the end client. 

             Working out of normal hours.

             Obtaining access permits for return visits to occupied areas.

             Detours around site to gain access to obstructed areas (e.g. blocked stairways etc).

 

By maximising these avenues during the currency of the works, it is possible to expedite cash flow and to minimise the overspill balance of disruptive costs remaining to be processed through the medium of a formal loss and expense claim.  If these simple steps are put in place and maintained as a matter of routine on all jobs, then there should be no question of the sub-contractor “working for free”.
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