
	User Guidance

The standard form following is for the preparation of a tender document for

Project Management Services

Part 5:  Project Description 
Please refer to buy.nsw website at https://buy.nsw.gov.au/categories/construction to locate all documents referenced throughout this text. Guidance is based on Microsoft 365 Word.
Guide Notes
This standard form contains guidance in hidden text, ie:
GUIDE NOTES:
Guide Note examples
If the Guide Notes are not visible, click on the Show/Hide button “¶”.
If still not visible, then:

•  Go to Microsoft Word File/Options menu;

•  Select the Display tab; then
•  Tick the Hidden Text check box and click the OK button.

This process can also be used to hide guide notes in a finished document.

General
Insertion Points
Each ‘»’ shows where input is required. Click onto each ‘»’ and overtype.
When Completed:
1. Remove all Guide Notes manually or by the following steps:
•  On the Editing menu click Replace, then (if required) 
•  Click the More button;
•  Click the Format button, click on Font;
•  Tick the Hidden check box and click the OK button;
•  Click the Special button, click on Any Character; then
•  Click the Replace All button.
2. Delete this User Guidance, along with the following Page Break.
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· Click and highlight the table;

· Press “F9” Key; and
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Project Description

The Principal does not warrant that this Project Description is exhaustive.  The Principal relies on each party to a contract with the Principal to have satisfied itself at the time of entering into the contract as to the requirements for satisfactory completion.
the purpose of the “PROJECT DESCRIPTION” is to give facts about the project.  it is not to describe any services.

the Project Description is used to inform all parties on how their works and services fit into the project. 

the PROJECT DESCRIPTION should be suitable for, and common to, any agreement or contract for the project.

headings are provided HEREUNDER as Examples only.

Delete headings and prompts not used.

a Sample project description is available at the buy.nsw website:

https://buy.nsw.gov.au/categories/construction
1 The agency

Insert a brief description of the client agency.

»

2 Scope 

Insert a description of the project scope, which may include details of the following:

· Project Outline;
· Project Overview;
· Project Scope;
· Constraints;
· Assumptions;
· Exclusions;
· Related Projects;  and
· Broad Strategies  .

The Scope of Works includes the »

3 The site

Insert a description of the project site, which may Include details, such as:

· street address;
· locality map;  and
· site plan showing project site and contact details for access. 

»

4 Objectives

Insert a description of the project objectives, which may include:

· Primary objectives;  and 

· any secondary objectives

The primary objective of the project is to »
5 Project structure

insert a description of the project structure, which may include:

· Project staging;  and
· Work Breakdown Structure.

»

6 Project Budget

insert the project budget.  Include the date of the budget estimate and the BPI.

The Project Budget is $ »

7 Project Program

The key milestones of the project are:

insert an outline project program that Includes the key milestones for the project.

	Milestone
	Target date

	»
	»

	»
	»

	»
	»


Use the tab key to add rows to the above table.

8 Planning

Detailed planning of the project to date includes:

insert details of the planning undertaken to date.  For Example:

· Schematic design has been completed and approved (by the client);

· A development application has been lodged;

· Confirmation that a Statement of Environmental Effects (SEE) is required; or 

· Confirmation that an Environmental Impact Statement (EIS) will be required;  or
· A list of the State Environmental Planning Policies that applyto the Project.

list·Details of any Regional Environmental Plans that apply to the Project.

· »

9 Contracts

Contracts that are running concurrently and affect the project are:

insert details of all existing contracts.

· »

Standard form contract documents approved for use on this project are:

insert details of the NSW Government Procurement System for Construction Standard form contract documents that may be used for the procurement of the project.  For Example:

· GC21 (for construction contracts valued at $2M or more, or of lower value with complex contractual requirements);
· Minor Works (for straightforward construction contracts valued at less than $2M);
· Mini Minor Works (for contracts valued at less than $150,000 with simple terms);  and
· Consultancy Services

· »

10 Contracting option

The contracting option selected for this project is:

insert details of the contracting option selected for this project.  For Example:

· Developed design (or Construct only) (DD);
· Design development and construct (DD&C);
· Design, novate and construct (DN&C);
· Design and construct (D&C);  and
· Guaranteed maximum price (GMP).
· »

11 Control groups

The control group for this project consists of the following people:

insert names and organisation names of the persons that comprise the control group for this project for the project.

	Name
	Organisation

	»
	»

	»
	»

	»
	»


Use the tab key to add rows to the Above table.

12 Project relationships

The main project relationships are:

insert details and/or a relationship diagram to describe the main relationships in this project.

· »

13 Contractual relationships 

The main contractual relationships in this project are:

insert details and/or a relationship diagram to describe the main Contractual relationships in this project.

· »
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