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COVER NOTE 
 
This Request For Information for Project Documentation For Identified Higher Risk Projects is applicable 
only to higher risk projects that the Ministry of Advanced Education and Labour Market Development 
will identify over the course of the Knowledge Infrastructure Program. 
 
The information will enable the Ministry, supported by its agent Stantec Consulting, to monitor higher 
risk projects to ensure that projects are progressing in accordance with the project scope, budget, and 
schedule as included in the original submission to Industry Canada.  
 
The number of projects identified by the Ministry as higher risk will change over the course of the 
Knowledge Infrastructure Program due to the unique and current status of each project. 
 
Please note that all documentation is to be sent to Peter Brayford at peter.brayford@stantec.com and 
Melissa Van Aert at melissa.vanaert@stantec.com. 
 
The table below lists the Attachments that must be completed by the institutions and provides instructions 
on how to submit. 
 


Attachment Email Delivery Methods 


Attachment #1 – Cash Flow Template Click the “Submit by Email” button. Automatically 
emails to Stantec contacts noted above 


Attachment #2 – Schedule Template Click the “Submit by Email” button. Automatically 
emails to Stantec contacts noted above 


Attachment #3 – Risk Register Template Attach and email the Excel document to Stantec 
contacts noted above 


Attachment #4 – Procurement Template Attach and email the Word document to Stantec 
contacts noted above 


Attachment #5 – Project Cost Report Attach and email the Scanned document to Stantec 
contacts noted above 


Attachment #6 – Contact Details Template Click the “Submit by Email” button. Automatically 
emails to Stantec contacts noted above 


 







Request For Information List 
Project Documentation for Identified Higher Risk Projects 


Knowledge Infrastructure Program 


Institution:  


Project Name:  
 


Initial Project Information Request 


 1. Complete project cash flow data sheet. Attachment 1 - Template 


 2. Provide project schedule data. Attachment 2 - Template 


 
3. Provide project risk register and mitigation plan (for projects 


>$20 million). 
Attachment 3 - Template 


 4. Confirm construction procurement strategy. Attachment 4 - Template 


 


5. Provide Project Cost Report including: 
 Project Budget 
 Project Cost Commitments and Costs to Date 


Please ensure sufficient level of detail is provided as per example 
format in Attachment 5. 


Attachment 5 - Example 


 
6. Provide contact details (phone and email) for Project Manager, 


Financial Officer and/or project accountant, Payment Certifier 
(eg. PM or Prime Consultant). 


Attachment 6 - Template 


Monthly Project Information Request (due each month thereafter) 


 
7. Engineer/Architect’s certified monthly payment certificates 


including Contractor’s progress draw and change 
order/change notice log. 


 


 8. Monthly (updated) project cash flow data sheet. Attachment 1 - Template 


 9. Monthly (updated) project schedule data. Attachment 2 - Template 


 10. Monthly Project Cost Report update. Attachment 5 - Example 


 












Project Name:


Purpose: To collect project status and cash flow information to identify changes to original plan, scope, 
and schedule estimates.  
Directions: Please include total project cashflows (i.e. all hard and soft costs). Do not add any punctuation 
to input fields. Each month's cash flows begins at 1st to last calendar day of each month. Quarter periods 
represent quarter periods in accordance with the KIP Agreement. 
Note: Historical cashflow reporting is not required. 
Note: Email submissions will be sent directly to Stantec Consulting.


Request for Information - Cash Flows Template 
Knowledge Infrastructure Program 


Attachment 1


Institution Name:


General Project Information:


Cash Flow Information: 


June 09 July 09 Aug 09


Quarter 2


Sep 09 Oct 09 Nov 09


Quarter 3


Dec 09 Jan 10 Feb 10


Quarter 4


Mar10 Apr 10 May 10


Quarter 5


June 10 July 10 Aug 10


Quarter 6


Sep 10 Oct 10 Nov 10


Quarter 7


Dec 10 Jan 11 Feb 11


Quarter 8 


Mar 11


Budget


Actual


Variance


Budget


Actual


Variance


Budget


Actual


Variance


Quarter 1








Request for Information - Schedule Template 
Knowledge Infrastructure Program 


Attachment 2


Schedule Information: 


Project Commencement 


Planning & Design 
 


Procurement 
 


Construction Milestones 
 


Start 
DD/MM/YY


End 
DD/MM/YY


Final Project Completion 
 


Planned/Scheduled Dates Actual  Dates


Start 
DD/MM/YY


End 
DD/MM/YY


Purpose: To collect project status and schedule information to identify changes to original plan, scope, and 
schedule estimates.  
Directions:  All schedule information should be provided on a consolidated basis (i.e. not for specific sub-
projects). Input fields under "Procurement" (e.g. site works, structural, mechanical, electrical, building 
envelope, etc.) and "Construction Milestones" (e.g. site services, demolition, HVAC, electrical, exterior 
enclosure, interior finishes, construction completion, substantial completion, etc.) must be completed as 
appropriate for each project. Please use the stated DD/MM/YY input format. 
Note: Email submissions will be sent directly to Stantec Consulting.


Project Name:Institution Name:


General Project Information:






Sheet1

		Request for Information - Risk Register Template
Knowledge Infrastructure Program
Attachment 3

		Note: Please complete, attach, and email Attachment 3 - Risk Register in Excel to Peter Brayford at peter.brayford@stantec.com and Melissa Van Aert at melissa.vanaert@stantec.com.

		CATEGORY		SUB-CATEGORY		PROBABILITY         High = 3
Med = 2
Low = 1		IMPACT High = 3 Med = 2 Low = 1		OVERALL RISK *       High >6 Med 4-6 Low <4		COMMENTS, QUESTIONS		MITIGATION STRATEGIES

		Political Risks

		Strategic Planning Risks

		Operational Risks

		Site Selection Risks

		Design Risks

		Procurement Risks

		Construction Risks

		Commissioning Risks

		Financial Risks

		*Overall Risk = Probability x Impact



NOTE: The template is to be used to identify, evaluate, and mitigate project risks related to scope, cost, and schedule. Please focus your attention on risks related to funding, design, procurement, construction, and commissioning, given the specific status of your project. 

The goal is to focus your attention, monitor, and mitigate risks that are considered high risk, and medium risk.



Sheet2

		






Request for Information – Procurement Strategy Template

Knowledge Infrastructure Program

Attachment 4

Note: Please complete, attach, and email Attachment 4 – Procurement Strategy in Excel to Peter Brayford at peter.brayford@stantec.com and Melissa Van Aert at melissa.vanaert@stantec.com.


Please include scope descriptions and procurement strategies for your project below. Some projects may only have one procurement strategy that is being adopted for the entire works. Other projects may have several scope packages or phases with different procurement approaches for each and can be separated in the boxes as follows. For projects with more than four scope packages please append additional pages.


		Scope A Description :







		Scope A Procurement Strategy :






		Scope B Description :







		Scope B Procurement Strategy :






		Scope C Description :







		Scope C Procurement Strategy :






		Scope D Description :







		Scope D Procurement Strategy :
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Request for Information – Project Cost Report 
Knowledge Infrastructure Program (KIP) 


Attachment 5 
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BC CANCER FOUNDATION DETAIL COST REPORT MONTH ENDING: 10-31-05
BC CANCER RESEARCH CENTRE PROJECT RUN DATE: 11-09-05


FILE: COSTDET.1
PAGE:    1


ORIGINAL REVISED COSTS COSTS TOTAL ESTIM. VALUE ESTIM. COST VARIATIONFROM
COST CODE DESCRIPTION BUDGET BUDGET THIS MONTH TO-DATE COMMITMENTS UNCOMMITED AT COMPLETION BUDGET


      10 GENERAL CONSTRUCTION-BUILDING


    1010 PHASE 1
  101001 Demolition Excavation  Shoring   1,497,000    1,196,500    1,196,500    1,196,500    1,196,500
  101002 Contract Reserve       40,500       (6,021)      (6,021)       (6,021)     (46,521)
  101003 Site Development Costs      155,000      141,653      147,345          (10)     147,335       (7,665)


SUB-TOTAL 1010    1,497,000    1,392,000           0   1,332,131   1,337,824         (10)   1,337,814     (54,186)


    1015 PHASE 2
  101501 Main Building & Ph 2 Site Dev  64,659,000   56,223,062   56,223,062   56,223,062   56,223,062
  101502 C500 Contract Reserve    5,145,938    2,042,626    2,049,412       50,588    2,100,000   (3,045,938)
  101503 Testing & Inspection Costs       50,000       35,942       38,010       38,010      (11,990)
  101504 Pre-Construction Services       55,000       55,000       55,000       55,000       55,000
  101505 Hydro Service Connection Fee      200,000       56,330       56,330       56,330     (143,670)
  101506 Sewer Connection Fee       20,000       12,109       12,109       12,109       (7,891)
  101507 Site Development Work Bey'd PL      100,000       36,307       36,307       36,307      (63,693)
  101508 Library Fit Out Costs      150,000      214,242      221,796      221,796       71,796
  101509 Reception Desk/Console       25,000      (25,000)
  101510 Hydro Pole Relocation      100,000       16,850       16,850       16,850      (83,150)
  101520 C500 Scope Changes      140,932      235,492      353,311      146,689      500,000      359,068
  101530 Retail Fit Out      220,000      220,000      220,000


SUB-TOTAL 1015   64,714,000   62,209,932           0  58,927,960  59,062,187     417,277  59,479,464  (2,730,468)


    1020 PHASE 3
  102001 Ph 3 Demolition & Site Dev    1,342,000    1,342,000       29,758       33,153    1,966,847    2,000,000      658,000
  102002 Design Allowance       40,000       40,000      (40,000)
  102003 Escalation Allowance       21,000       21,000      (21,000)


SUB-TOTAL 1020    1,403,000    1,403,000           0      29,758      33,153   1,966,847   2,000,000     597,000


    1025 PHASE 4
  102501 Suspended Bridge      838,000      838,000    1,500,000    1,500,000      662,000
  102502 Design Allowance       25,000       25,000      (25,000)
  102503 Escalation Allowance       13,000       13,000      (13,000)


SUB-TOTAL 1025      876,000      876,000           0           0           0   1,500,000   1,500,000     624,000


TOTAL 10   68,490,000   65,880,932           0  60,289,850  60,433,163   3,884,115  64,317,278  (1,563,654)
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Note: Please attach and email Attachment 5 - Project Cost Report in PDF format to Peter Brayford at peter.brayford@stante.com and Melissa Van Aert at melissa.vanaert@stantec.com.
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Project Name:


Project Manager Name:


Project Manager's Phone:


Payment Certifier Name 
and Company: 
eg. Prime Consultant, 
Architect 
 


Payment Certifier' Phone:


Purpose: To collect one time contact information for the managerial parties involved in project planning, 
oversight, and execution. Please notify ALMD/Stantec should there be any contact changes as the project 
contacts. 
Directions: Please fill in all fields. Phone numbers should include area code. 
Note: Email submissions will be sent directly to Stantec Consulting.


Request for Information - Contact Details Template 
Knowledge Infrastructure Program 


Attachment 6


General Project Information:


Financial Officer Name:


Financial Officer's Phone:


Project Manager's Email:


Financial Officer's Email:


Payment Certifier's Email:


Institution Name:





