
Avoid surprises in your monthly project 
cost reports by reporting accurately and 
transparently. Always highlight any risks 
and opportunities as and when they 
happen.

Never refer to subcontractor’s quote or email 
in a contract. The quote or email may refer to 
the subcontractor’s conditions which will likely 
conflict with ours. Always include clear details 
of the scope, cost (including breakdown) and 
program. This avoids arguments when making 
payment or if work is deleted. Also follow the
Contract Selection Matrix on the MMS and
AFE requirements.

Always administer the head contract and 
downstream subcontract in accordance 
with the terms and conditions. Never miss
a notification date under the head contract 
especially where an entitlement is subject to 
a time bar. For example, variation and EOT 
notifications. If in doubt notify.

Never instruct a subcontractor to start work 
without a formal contract in place. If you do, you 
run the risk of the subcontractor reneging on the 
price and program once started. You also expose 
the company to insurance / liability risks in the 
event of an injury or death. Company policy does
not allow payment to be made if a contract is not 
in place.

Never exceed your limits under the Limits
of Authority policy. Familiarize yourself with 
the policy especially on procurement and
head contract variation submission limits. 
Ensure an AFE is raised for trade packages > 
$100K (also for trade packages <$100K if over
budget).

Remember that any deviations to the general 
conditions of our suite of downstream contracts 
must be approved by your Commercial 
Manager. Also, termination of contracts requires 
approval.

Obtain approval for change in subcontractor 
/ supplier payment terms and payment of 
upfront deposits from your Commercial 
Manager. You run the risk of not recovering 
the deposits if the subcontractor / supplier 
defaults so careful consideration needs to be 
given.

Always follow the systems and procedures
on the MMS. There will be a form available
on the MMS / REF for the application you
require. Please ask if you have a query or an 
improvement suggestion. Always ensure you 
use the most up to date form. Please do not use 
forms from previous companies.

Never issue a letter of intent to start a
subcontractor on site. Letters of Intent are 
against company policy and could cause 
disagreements as the rules of engagement 
are not finalized or clear. Also, it would likely 
delay the agreement of a formal contract.

Ensure project records are kept in the form 
of a site diary. Proper, reliable and detailed 
“daily” record keeping is essential to protect 

document control system (Aconex) to ensure all 
correspondence and documents are captured.

1. Avoid Surprises

2. Administer the
Head Contract &
Subcontract

3. Follow Limits
of Authority

4. Obtain Payment &
Deposit Approvals

5. No Letters of Intent

8. Follow
Procurement Rules

7. No Order, no Start

6. Obtain Approvals for
Changes to Contracts

9. Follow MMS / REF

10. Keep Records
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Environmental
Green Rules

1. Spills
Spill kits must be ready and available
for use near all work fronts.

2. Soil & Erosion
Erosion and sediment controls must
be in place before starting clearing or
earthworks (or as soon as practical within
the same shift) and stay in place until area
is stabilised.

3. Plant &
Equipment
Do pre-start inspections each shift
on all plant and equipment and make sure
drip trays or bunds are used for
all stationary plant.

4. Water&
Wastewater
Make sure all waters are protected
and know where nearby sumps drain
to. Any discharge to be within
allowable limits.

5. Archaeology
& Heritage
Stop works where a potential heritage
site or object is found and notify your
supervisor or environmental advisor
immediately.

6. Noise &
Vibration
Know where the nearest neighbours are,
keep loud and ongoing noise
to a minimum and get permission to work
outside of normal hours.

7. Hazardous
Materials
Store hazardous substances in a secure
bunded area, return them after use and
understand the SDS requirements.

8. Dust & Emissions
Make sure no dust, smoke or odour
leaves the site boundaries and notify
your supervisor or environmental advisor
immediately if it does.

9. Fauna & Flora
Do not kill, harm or damage animals and
vegetation, and make sure you don’t store
plant and equipment under trees.

10. Recycling
Think about what you can reuse or
recycle before throwing it away, then place it
in the correct bin and notify
your environmental advisor if recycling
is not available.

These rules are in place to minimise our impact on the natural
environment and local community. They MUST be followed at all times.
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Commercial 
Golden Rules


