
Ms Stephanie Bennett 
Clerk to the Council 
Fawley Parish Council 
Gang Warily Recreation and Community Centre 
Newlands Rd,  
Southampton  
SO45 1GA 

Dear Stephanie 

Replacement of 3G Pitches and Replacement of Windows, Fascias and Soffits at Gang Warily 
Project Management/Contract Administration Services 

First and foremost, thank you for the opportunity to provide a quotation for Building Consultancy Services 
in respect of the proposed works to Gang Warily Community Centre. 

In providing this fee quote I confirm receipt of your e-mail of 4th July 2022 and confirm I have considered 
that in preparing this fee quote. 

You have confirmed that the Parish Council are currently developing two major Capital Works Programmes 
at Gang Warily Community Centre, these being the replacement of the surface covering of the two 3G 
pitches and thereafter replacement windows, fascias and soffits. 

You have confirmed that the allocated budge for the works is as follows: 

Replacement of 3G pitches      £45,000 
Replacement of Windows       £38,000 
Replacement of facias and soffits    £25,000 
Scaffolding for Gang Warily works  £22,500 

As I understand the Council are seeking to appoint a Building Surveying Practice to prepare tender 
documents, specify and tender the works and thereafter project manage the works on site through to 
completion and agreement of final account.  

Given the value of the works my suggestion would be that these projects be administered under a JCT 
Minor Works programme but should you be instructed am happy to consider alternative procurement and 
contract routes should the Council prefer. 

Considering the nature of the works, I have anticipated that there would essentially be two contracts of 
works, one for the 3G Pitches and one for the external fabric works. It is on this basis I have prepared this 
fee quote but again would happily discuss if required. 

All the above considered it is with great pleasure I set out our fee proposal as follows: 

Our fee for Stages 1 and 2 (detailed below) is fixed. Our project management fee is based on a percentage 
of total project value of works.  

I have pleasure setting out our scope of works and fees accordingly. 

Stage 1 – Inspection and Specification Development 

1. Carry out desktop review of all documentation relating to the premises including but not limited to
any leases, as built drawing records, pertinent Planning Consents or Applications, licences etc. and
all associated available documentation.
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2. Undertake a survey of the existing materials subject to the works and their ancillary components

and prepare a photographic report using drone footage where appropriate.
3. Co-ordinate any site inspections with any specialist suppliers (Note: Specialist services will be

procured at an additional charge only upon your approval).
4. Undertake an appraisal of the survey findings to determine the options available for

repair/replacement and present these to you.
5. Prepare a Pre-Tender Estimate for the works.
6. Prepare a full specification of works for tendering.
7. Prepare a Pre-Construction Information Document under the CDM Regulations 2015.

Stage 2A – Pre-construction Activities 

1. Draw up a shortlist of contractors (we would suggest a minimum of four but ideally five) and seek
approval from you regarding any conflicts of interest and historic experience where appropriate.
We will ensure that any contractors are approved by the preferred supplier to ensure that the single
point insurance backed warranty will be upheld.

2. Compile the tender documents ready for pricing to contractors. The Tender documents will be
prepared using NBS Software and will generally include the following:

a. Preliminaries
b. Contract Particulars (Anticipated JCT Form of Contract)
c. Materials and Workmanship
d. Scope of Works
e. Drawings where required.

Stage 2B – Tendering 

1. Issue tender documentation for pricing to contractors with a target tender return date agreed with
you (I would suggest a 4 week tender period). I have assumed the two projects will be tendered
separately.

2. Agree, attend and co-ordinate contractor site visits for their pricing of the works, we recommend
separate visits for each contractor.

3. Analyse the return tenders and provide a tender analysis and summary report and recommend the
preferred contractor (We are happy for a leasehold representative to be part of the evaluation
process as we as being present during the Contractor Site Visits).

4. Prepare a Building Contract for signing between you and the preferred contractor. We would
suggest a JCT Form of Contract 2016.

For the 3G Pitches 
Stages 1 and 2A for the sum of £1,650.00, plus VAT 

Stage 2B for the sum of £450.00, plus VAT 

For the External Works 
Stages 1 and 2A for the sum of £2,350.00, plus VAT 

Stage 2B for the sum of £650.00, plus VAT 

Stage 3 – CDM 2015 (Principal Designer) 

Under the CDM regulations 2015 you as the client have duties under the regulations to appoint a 
Principal Designer including preparation of a Pre-Construction Information Pack for tendering 
contractors. I have allowed for us to prepare a PCI on your behalf and for this to be included within 
the tender documentation under the fee above but with the remainder of the CDM Advisor service 
to be included under the fee for Contract Administration as below. 

Under this role and included in this fee quote we will: 

1. Ensure the client and end users understand their duty and obligation under the CDM regulations
2015.

2. Review the Contractors Construction Phase Health and Safety Plan and comment accordingly.
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3. Ensure the contractors proposals ensure a workable and safe environment to maintain safe

interface with members of the public where necessary.
4. Review and comment on the Contractors Health and Safety File including all statutory certification.
5. Co-Ordinate all client/stakeholder training but to be led by the Principal Contractor.
6. Close down stages of project to ensure all base build records are presented to the client and

understood.

Stage 4 – Construction Period 

1. Undertake the role of Contract Administrator once the Building Contract is signed.
2. Agree a programme of works with the contractor based on their tender submission.
3. Chair a pre-start meeting followed by progress meetings, as required, dependent on programme

and update all stakeholders as required.
4. Carry out regular site inspections to monitor the progress and quality of the works (Maximum of 1

to 2 inspections per week). This includes a weekly photographic record of findings at one site visit
per week.

5. Administer interim valuations and issue certificates for payment.
6. Administer the Contract generally on behalf of the Employer i.e yourselves.
7. Carry out a snagging inspection, draft and issue a snagging list at programme completion.

Stage 5 – Post Construction 

1. Carry out a de-snagging inspection ensuring all defects or workmanship issues are dealt with prior
to handover.

2. Co-ordinate formal handover of the works and issue a Practical Completion Certificate and receive
the manufacturers warranty from the principal contractor in your behalf.

3. Administer the agreement and settlement of the final account between the contractor and you.

Based on both projects being run under separate contracts our fee to undertake Stages 3 to 5 above will be 
10% of the total project value of works as awarded at contract for the 3G Pitches, £4,500.00 respectively 
and 8% for external works, £6,840.00 respectively.   

All the above considered our total fee for the entire two projects would be £16,440.00 Plus VAT. This 
equates to around 12.6% 

In the event that the contract value changes by more than 15% we would reserve the right to amend the 
fee accordingly and equally should the programme extend by more than 2 weeks for matters outside of our 
control we would equally look to amend the fee based on a time charge spent at our standard hourly rate 
of £150 per hour plus VAT. 

Our fees will be invoiced at completion of Stages 1-2B respectively and at regular intervals, usually monthly 
for Stages 3 to 5. All fees are subject to VAT. 

Please note that our fee includes travel, mileage and other reasonable disbursements given the nature of 
the proposed instruction.  However, our fee does not include for co-ordinating any permissions or licences 
for access to neighbouring land for works which may be required by the Party Wall Notices or access to 
neighbouring land.  We would be happy to provide these professional services for an additional fee.  Our 
fees also do not include for the applications in respect of possible Planning Permission and Building 
Regulation implications which we will be happy to source for you if instructed for an additional fee.   

This fee letter should be read in conjunction with our standard terms of business as attached. 
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I trust that we have interpreted your requirements correctly.  If, however, you have any queries or wish to 
discuss this quotation please do not hesitate to contact me. 

Yours sincerely, 


