




















In reviewing tenders a client should consider the following key points to seek a consultant who will provide a
satisfactory product for a competitive price:

o Whether the proposal adequately addresses the Brief, demonstrates an understanding of what the client
requires, and indicates sufficient knowledge of the sphere of investigations to ensure that the consultant can
carry out the work satisfactorily.

e Whether the consultant appears able to meet the time schedule for the project without unacceptable overruns on
either time or budget.

e Whether the past record of the firm and the professional qualifications and experience of individuals who are to
work on the project indicate a background that equips them adequately to undertake the work. The quality and
experience of those individuals who will be carrying out the most important elements of the project are particularly
important, as are the expertise and time commitment of the person designated to manage the project.

e The hourly rates proposed for each individual who is to work on the project and whether these represent good
value for the expertise that is being offered, and the total price quoted and whether this appears reasonable for
the scope and quality of work offered.

e |s the consultant a member of the Environmental Consultants' Association? All ECA members are recognised
professionals in their field who have committed to the Association's code of ethics. If problems arise, there can
be recourse via the Association for lodgement of a complaint and subsequent arbitration and/or conciliation.

4., Appointment of Consultant

Having selected a preferred consultant, the client should issue a letter of appointment clearly stating the terms of
engagement. Some organisations and consultants have a standard set of terms and conditions covering a wide
range of aspects, from standard of work through invoicing and payment to situations in which employment may be
terminated.

If the scope of the project is uncertain (eg. there may be potential for findings emerging in the course of the project to
change its scope), there should be an understanding at the outset, reflected in the terms of engagement, of the basis
on which any additional work will be undertaken. This will usually involve stipulation of an hourly rate at which
additional work is to be charged together with an understanding on negotiations between the client and the consultant
before additional work is commenced.

It is prudent for the client to meet the consultant at project initiation to fully discuss the work to be undertaken. This
should aim to ensure full understanding on both sides of the objectives, scope and expectations of the project, timing
and budget, and the terms of engagement.

5. Monitoring Progress

Engagement of the consultant may be only the beginning, particularly if the job is long and/or complex. The client may
wish to ensure that the final product satisfactorily addresses the Brief by maintaining regular liaison with the consultant
as the project proceeds.

Such liaison is in the interests of both parties, so that the client remains informed on works progress and emerging
findings, and is in a position to discuss with the consultant possible variations to the scope or emphasis of the project,
should emerging findings suggest such variation is warranted.

While the original Brief will generally prove satisfactory to see a project through to completion, it is sensible to retain
flexibility in case unforseen findings emerge that justify a modification to the Brief. Any such modifications should be
suitably documented.

If the client is kept fully informed on emerging findings and their interpretation, the consultant's report and
recommendations should present no surprises and should satisfactorily address the client's requirements. A
safeguard can be provided by having a two-step reporting phase:

o submission of a draft report which the client and other interested parties review in consultation
with the consultant to agree on amendments; and

o a final report which is subsequently drafted to reflect the findings of this process.
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