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OBJECTIVE

To ensure that the necessary communication and consensus is achieved between the estimating team and the other disciplines contributing to the preparation of capital cost estimates.

1 scope

This document describes the requirements for formal meetings to be held during the preparation of a capital cost estimate by a multi-disciplinary team. The scope covers the following:

· Estimate kick-off meeting

· Estimating / engineering alignment meeting

· Estimate co-ordination meetings 

The scope excludes the requirements for estimate review meetings (ATDP_ES_000026).

2 REFERENCES

2.1 Inputs

· ATDP_ES_000005 
Estimate Execution

· ATDP_ES_000020
Estimate Plan

2.2 Outputs

· Co-ordination of the estimating process to achieve schedule milestones and required quality of capital cost estimate

3 DEFINITIONS

· Job titles used in this document refer to ATD positions

· “Estimator” means the person with responsibility for the lead estimating role for a capital cost estimate

· “SDE” means the Senior Discipline Engineer of an engineering discipline

· “WBS” means work breakdown structure

4 proceSS

4.1 General

4.1.1 This document outlines the requirements for meetings applicable to a full feasibility study estimate. 

4.1.2 The Project Manager shall decide whether meetings may be combined, the required frequency of meetings and the attendance lists and agendas for meetings, based on the Study scope and schedule.

4.2 Responsibilities

4.2.1 The Project Manager shall be responsible for:

· Determining the requirements for estimating meetings

· Active participation in the estimate kick-off, alignment and co-ordination meetings

· Approval of the minutes of the meetings

4.2.2 The Project Services Co-ordinator shall be responsible for:

· Arranging the estimate kick-off, alignment and co-ordination meetings

· Chairing the meetings

· Checking the minutes of the meetings

4.2.3 The Estimator shall be responsible for:

· Representing the Estimating discipline at the estimate kick-off, alignment and co-ordination meetings

· Recording and Issuing the minutes of the meetings

4.2.4 Each SDE shall be responsible for:

· Representing the discipline at the estimate kick-off, alignment and co-ordination meetings

4.2.5 The Planner shall be responsible for:

· Active participation in the estimate kick-off, alignment and co-ordination meetings and the reporting to the meetings of progress against the schedule

4.2.6 Responsibilities as set out in this document may be redefined or delegated where such changes are approved by the Project Manager and documented in the approved Estimate Plan (ATDP_ES_000020).

4.3 Scheduling of Estimate Meetings

Estimate kick-off, alignment and co-ordination meetings shall be formally scheduled as part of the study schedule (ATDP_ES_000023), as follows:

· The estimate kick-off meeting shall be held upon completion of the draft Estimate Plan (ATDP_ES_000020)

· The estimating / engineering alignment meeting shall be held when the initial drafts of the Basis of Estimate (ATDP_ES_000024) and the estimate WBS (ATDP_ES_000012) have been issued and reviewed by the disciplines

· The timing of the estimate co-ordination meetings shall be determined by the Project Services Co-ordinator to ensure appropriate control between scheduled estimate milestones 

4.4 Attendance at Meetings

The attendance list for the meetings covered by this document, shall be issued by the Project Manager. In general, the following shall attend:

· Client Representative

· Project Manager

· Project  Services Co-ordinator

· Estimator

· Planner

· SDE’s

4.5 Meeting Agenda Guidelines

4.5.1 The following comprise guidelines indicating minimum requirements for the preparation of estimate meeting agendas. The agenda for each meeting shall be subject to the approval of the Project Manager.

4.5.2 The agenda for the estimate kick-off meeting shall cover:

· Project scope of work

· Scope of services

· Client requirements and objectives

· Contractual obligations

· Estimate Class

· Review of previous estimates

· Responsibilities

· Estimate Execution Plan 

· Requirements for estimate WBS

· Estimate front-end schedule

· Site location and conditions

· Team communications

4.5.3 The agenda for the estimating / engineering alignment meeting shall cover:

· Draft Basis of Estimate narrative

· Draft WBS

· Responsibilities

· Discipline interfaces

· Estimate Execution Plan

· Estimate trending process

· Level of effort required to meet required estimate accuracy

· Estimate Schedule

· Estimating Procedures

· Team communications

· Schedule of estimate co-ordination meetings

4.5.4 The agenda for the estimate co-ordination meetings shall cover:

· Progress in estimate preparation activities

· Review of Basis of Estimate narrative

· Review of WBS

· Review of Estimate Execution Plan

· Estimating methodology

· Trending against previous estimate, if available

· Level of effort needed to meet required estimate accuracy

· Estimate standard formats

· Pricing philosophy

· Procurement activities

· Discipline deliverables

· Estimating department requirements

· Areas of risk and opportunity

· Concerns and problem areas

· Interdisciplinary issues
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