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OBJECTIVE

To ensure that Site Instructions (SI's) to Contractors are issued in writing and are controlled in an effective uniform manner.

1 SCOPE

This procedure covers the actions to be taken when issuing a site instruction to a Contractor.

All instructions given shall be stated on a Site Instruction. Verbal instructions are not contractual.

Any cost or schedule change, requires a quotation which in turn may lead to a Contract Variation Instruction.

2 REFERENCES

Inputs
Delegation of Authority by the Engineer

Outputs
ATD Budget Deviation and Scope Change, Procedure PCE 006
3 DEFINITIONS

3.1 Site Instructions (SI)
An instruction from the Engineer or his appointed representative to the Contractor to do certain work in terms of the Contract.  A Site Instruction is not authority to incur additional costs in terms of the Contract, nor to authorise changes to the Contract schedule.  In other words it does not authorise work to proceed if there is a cost and/or schedule implication.

3.2 ATD Site Engineer
The member(s) of the ATD Projects staff authorised by the Engineer to raise and issue Site Instructions in terms of the Contract.

3.3 Contract Variation Instruction (CVI)
An agreement between the Engineer and the Contractor to commence additional work at an agreed price and/or schedule change.

The Contractor is permitted to proceed with the work upon receipt of a Contract Variation Instruction.

Project Document Centre (PDC)
The office or area designated by the ATD Project Manager where all Project documentation is received, registered, issued, copied and filed.

3.4 Site Cost Controller (SCC)
The ATD person appointed to control all aspects of cost on site.

3.5 Engineer
The person appointed by the Employer to act as Engineer for the purpose of the Contract.

4 ACTIVITY FLOW CHART

















RESPONSIBILITIES

4.1 ATD Site Engineer

Ensures that Site Instructions are correctly issued

Must ensure that Contractor correctly signs the original

Must ensure that the Contractor raises a quotation and obtains approval for any SI that has cost and/or schedule implications, before starting work.

Checks work when complete, signs yellow copy of SI and forwards to PDC.

4.2 ATD Site Cost Controller
Maintains a record of all Site Instructions raised - Form PSI 106
If a SI has any cost and/or schedule implications, raises a Contract Variation Instruction

Reports on progress of all Site Instructions to the ATD Project Manager.

4.3 ATD Project Document Centre
Issues Site Instructions books to ATD Site Engineer(s) in sequence.  Ensures that signature, name, date and Contract number are recorded and files completed books.

Ensures that all yellow copies of Site Instructions raised are received.

Copies and distributes SI in accordance with the copy matrix (Form PAD 005)

Registers and files yellow copies in Contract Files.

APPENDIX A  :  RELATED DOCUMENTS

APPENDIX B  :  RECORD OF AMENDMENTS

PROJECT DOCUMENT CENTRE (PDC)





Issue SI books in sequence.  Obtain signature, name, date and contract for each book issued.


Files completed books.





ATD SITE ENGINEER





Raise SI.  Obtain Contractors signature


Issue white copy to Contractor.


Issue pink copy to ATD Site Cost Controller (SCC)





PINK COPY





CONTRACTOR





Action SI


Advise ATD Site Engineer whether there are any cost and/or schedule implications before commencing work.


Raises quote within 48 hours and wait for CVI before any work’s carried out.


Carries out work.  Inform ATD Site Engineer when complete.





ATD SITE ENGINEER





If SI has cost and/or schedule implication, forwards copy of SI and quote to SCC for raising CVI


Checks work when complete.


Signs yellow copy of SI.  Forwards to Project Document Centre





ATD SITE COST CONTROLLER





Register SI - Form � HYPERLINK "ATD_P_SI_000106.doc" ��PSI 106�


If cost and/or schedule implication, raise CVI 


Reports on progress to ATD Project Manager.





PROJECT DOCUMENT CENTRE





Receive SI.  Register, copy (as per matrix) distribute and file
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