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What we will learn?

 Front Cover
 Formatting of the Document
 General Process
 Table of Contents
 Executive Summary
 Claim Section I. Introduction (Statement of the Claim)
 Definitions, Abbreviations and Clarifications
 Claim Section II. Contract Representations
 Claim Section III. Contractor’s Plan
 Claim Section IV. Actual Conditions
 Claim Section V. Impact of Actual Conditions
 Claim Section VI. Legal Entitlement
 Claim Section VII. Quantification of Claim
 Claim Section VIII. Formal Statement of Claim
 Claim Section IX. Appendix
 Helpful Forms
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Preparing a claim

 There are a variety of ways to prepare a claim.

 No format will be best in every instance.

 Yet, the format discussed in this session is the one most often used.

 It is designed to

 Address a variety of different readers,

 Present the claim in a manner similar to how it would be proved in court

 Permit several people to work on the preparation effort.

It is important to utilize project personnel who know what happened during construction. 

What is the overall goal of the claim presentation?
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Preparing a claim

 The overall goal of the claim presentation should be to

provide the owner’s executive and the project level personnel

with sufficient facts to support

1. Entitlement

2. Time

3. Additional compensation

requested.



Front Cover 
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The front cover: Format

 A front cover of a claim document should contain the following as a minimum

requirement:

1. The claimant’s name

2. The project title

3. The claim title or brief description of the issue

4. The revision reference

5. The revision date
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The front cover: Format

 Additionally, the following information may be either desirable or necessary according

to the particular situation:

1. The claimant’s company logo

2. The other party’s name

3. A rendering of the project

4. The claim number

5. The document reference number

6. The author

7. The reviewer

8. Graphics to make it look attractive
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The front cover: Sample
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The front cover: Checklist



Formatting of the Document



By: Alavipour, PhD, PMP, CMIT www.dralavipour.com .ذکر مطالب فوق تنها در صورت ذکر منبع بلامانع است

مدیریت ادعاء و اختلافات در طول چرخه حیات پروژه
نحوه تدوین کتابچه لایحه ادعا

11

Formatting of the document: Font
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Formatting of the document: Page Layout
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Formatting of the document: Line Spacing
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Formatting of the document: Headers and footer



Table of Contents
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Table of contents: Purpose

What is the format of the Table of Contents?
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Table of contents: Format
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Table of contents: Sample
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Table of contents: Sample
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Table of contents: Checklist



General Process
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Preparing a claim
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Preparing a claim



Executive Summary
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Preparing a claim
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Executive summary: Purpose

What are the important points about Executive Summary?
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Executive summary: Important points

What is the format of the Executive Summary?
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Executive summary: Format
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Executive summary: Format

Let’s see an example…
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Executive summary: Sample
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Executive summary: Sample
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Executive summary: Sample
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Executive summary: Checklist



Claim Section I. Introduction
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Preparing a claim
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Claim Section I. Introduction: Purpose

What are the important points about Introduction or Statement of Claim?
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Claim Section I. Introduction: Important Points

What is the format of the Introduction or Statement of the Claim?
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Claim Section I. Introduction: Format

Let’s see an example…
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Claim Section I. Introduction: Sample
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Claim Section I. Introduction: Checklist
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Before going to the next section
We need to talk about something important



Definitions, Abbreviations and 
Clarifications 
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Definitions, Abbreviations and Clarifications

Let’s see an example…
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Definitions, Abbreviations and Clarifications: Sample
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Definitions, Abbreviations and Clarifications: Sample
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Definitions, Abbreviations and Clarifications: Sample
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Definitions, Abbreviations and Clarifications: Checklist



Claim Section II. Contract 
Representations
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Preparing a claim
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Claim Section II. Contract Representations: Purpose

What are the important points about Contract Representations?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What else?
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Claim Section II. Contract Representations: Important Points

What is the format of the Contract Representations?
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Claim Section II. Contract Representations: Format

What types of representations or 
duties are in all contracts?
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Claim Section II. Contract Representations: Comments

Let’s see examples…
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Claim Section II. Contract Representations: Comments

Let’s see an 
example…
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Claim Section II. Contract Representations: Sample
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Claim Section II. Contract Representations: Checklist



Claim Section III. Contractor’s Plan
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Claim Section III. Contractor’s Plan: Purpose

What is the format of the Contractor’s Plan?
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Claim Section III. Contractor’s Plan: Format



Claim Section IV. Actual Conditions
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Claim Section IV. Actual Conditions: Purpose

What is the format of the Actual Conditions?
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Claim Section IV. Actual Conditions: Format



Claim Section V. Impact of Actual 
Conditions
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Claim Section V. Impact of Actual Conditions: Purpose

What is the format of the Impact of Actual Conditions?
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Claim Section V. Impact of Actual Conditions: Format



Claim Section VI. Legal Entitlement
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Claim Section VI. Legal Entitlement: Purpose

What are the important points about Legal Entitlement?
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Claim Section VI. Legal Entitlement: Important Notes

Let’s see examples…
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Claim Section VI. Legal Entitlement: Examples

What is the format of the Legal Entitlement?
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Claim Section VI. Legal Entitlement: Format

Let’s see an example
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Claim Section VI. Legal Entitlement: Format
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Claim Section VI. Legal Entitlement: Format
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Claim Section VI. Legal Entitlement: Format



Claim Section VII. Quantification of 
Claim
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Preparing a claim
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Claim Section VII. Quantification of Claim: Purpose

What is the format of the Quantification of Claim?
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Claim Section VII. Quantification of Claim: Format

Let’s see some examples…
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Claim Section VII. Quantification of Claim: Samples
The example we will use is based on the following scenario: 

So what are the causes?
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Claim Section VII. Quantification of Claim: Samples

So how to put it in the claim narrative?
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Claim Section VII. Quantification of Claim: Samples

It is time to talk about the effect!
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Claim Section VII. Quantification of Claim: Samples

How to put them in the narrative?
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By: Alavipour, PhD, PMP, CMIT www.dralavipour.com .ذکر مطالب فوق تنها در صورت ذکر منبع بلامانع است

مدیریت ادعاء و اختلافات در طول چرخه حیات پروژه
نحوه تدوین کتابچه لایحه ادعا

107

Claim Section VII. Quantification of Claim: Samples

The last part is substantiation or proving a claim…
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Claim Section VII. Quantification of Claim: Samples
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Claim Section VII. Quantification of Claim: Samples
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Claim Section VII. Quantification of Claim: Samples
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Claim Section VII. Quantification of Claim: Samples

Put all cause, effect and entitlement together and you are done at this stage.



Claim Section VIII. Formal Statement of 
Claim
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Preparing a claim



By: Alavipour, PhD, PMP, CMIT www.dralavipour.com .ذکر مطالب فوق تنها در صورت ذکر منبع بلامانع است

مدیریت ادعاء و اختلافات در طول چرخه حیات پروژه
نحوه تدوین کتابچه لایحه ادعا

119

Claim Section VIII. Formal Statement of Claim: Purpose

What is the format of the Formal Statement of Claim?
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Claim Section VIII. Formal Statement of Claim: Format



Claim Section IX. Appendix
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Preparing a claim



By: Alavipour, PhD, PMP, CMIT www.dralavipour.com .ذکر مطالب فوق تنها در صورت ذکر منبع بلامانع است

مدیریت ادعاء و اختلافات در طول چرخه حیات پروژه
نحوه تدوین کتابچه لایحه ادعا

123

Claim Section IX. Appendix: Purpose

What may be included in the Appendix?
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Claim Section IX. Appendix: Details

Who is targeted by the Appendix?
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Claim Section IX. Appendix: Details

Ready to see some helpful forms?



Helpful Forms
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Some forms
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Some forms
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Some forms
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Some forms
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Some forms

You need four of it!
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Some forms



What updates we have in the next year?
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Standard Letters and Notices in English use by the contractor (with
comments)
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Updates



By: Alavipour, PhD, PMP, CMIT www.dralavipour.com .ذکر مطالب فوق تنها در صورت ذکر منبع بلامانع است

مدیریت ادعاء و اختلافات در طول چرخه حیات پروژه
نحوه تدوین کتابچه لایحه ادعا

136

Updates



سپاس از توجهتان

www.dralavipour.com

T.me/alavipour_pm

@Alavipour_pm

@ACEMI_Social
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