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Process 

Department  Wishes 
to carry out Works 

NWR & Full Brief 
Passed to  
Estates 

Yes No 

Yes 

Yes 

No 

No 

Department 
asked for further 
details & NWR 

Application for works 
Acknowledged (5D) 

Brief Assessed 
for information 

requirements (10D) 

Further details 
required ? 

Job Allocated to 
Project Manager  

Project meeting 
held to finalise 

details * 

Project manager 
now has all 

relevant details 

 

Project estimates 
prepared  (15D) 

Details to 
Department 

Funding  
Available  / 

Project approved 

Formal full survey 
and spec 

prepared  (20D) 

Project Group 
review draft 
specification 

Final 
Specification 

prepared   (5D) 
 

Tender 
(10-20D) 

Tenders 
evaluated and 
analysed   (5D) 

Is Planning or 
B.R. required (5D) 

Yes 

No 

Allow additional 
lead time for 

formal 
approvals (16W) 

Unsure Consult Estates 
(10D)   

Consultant or 
specialist input 

required. 

Yes 

No 

Gather data and 
re-assess 

programme 

External professional 
or statutory input 

required 

Yes No 

Formal full 
brief 

prepared (5D) 

Project Group 
review draft 

brief 

Final Brief 
Agreed 

 

Tender 
(10-20D) 

 

Evaluate 
tender (2D) 

 

Appoint / 
Apply (5D) 

Yes 

No 

On Hold - 
Await Further 
Instructions 

 

Place 
Contract 

(5D) 

Yes 

No 

Project 
Commencement 
(Project Specific) 

Project Group 
review / 

approve spec. 

Yes No 

D - College Work Days 
W - College Work Weeks 
NWR – New Works request Form 

Head of Projects contacted & 
advises of Lead-in required. 

(10D)   


