
	
	
	
	
	

	PROJECT DETAIL
	
	
	
	

	Project Name:
	
	Quote No / Date:
	
	

	Project Address:
	
	Spec No:
	
	

	Client Name:
	
	Contact Phone:
	
	

	
	
	
	
	


	STAGES
	ELEMENTS
	DOCUMENTS
	RESPONSIBILITY
	COMPLETED (initial)

	Client Confirmation 
	
	
	
	

	Confirm client expectations on:

· Site availability

· Timelines

· Project scope of work and specifications
	· Confirm start date

· Each stage and completion dates

· Confirm scope and paint specification; scaffolding plan; methods of preparation; application
	· Diarise

· Quote / Scope specification


	Principal

Principal
	

	· Site hazard identification and management
	· Outline Site Safe / HazardCo approach
	· Site Safe or HazardCo
	Owner / Principal
	

	· Security requirements
	· Alarms, access, etc
	· Diarise
	Principal
	

	· Site constraints / parameters and rules
	· Morning start times

· Kids

· Pets

· Smoking, music

· Smoko area, toilets

· Wash up area
	· Diarise
	Principal
	

	Project Setup 

(Sustainable Work Practices focus)
	
	
	

	Initial meeting with Foreman:

· Site availability

· Project scope of work and specifications

· Timelines
· OSH

· Security / site constraints

· Waste Management Plan
	· Confirm start date

· Confirm scope and specifications; scaffolding plan; methods of application; estimate quantities and plan delivery of materials
· Outline each stage and expected completion date, including materials required
· Outline potential hazards and management

· Outline as above

· Complete plan outline
	· Diarise

· Scope / specification / SDS (if required)

· Diarise

· Site Safe or HazardCo

· Diarise

· Waste Management Plan
	Principal / Foreman
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	STAGES
	ELEMENTS
	DOCUMENTS
	RESPONSIBILITY
	COMPLETED (initial)

	Site induction with full crew
	
	
	
	

	· Project scope of work and specifications

· Timelines

· OSH

· Security / site constraints

· Waste Management Plan
	· Outline scope of work, detail exclusions; outline each element in specification (preparation methods, priming, top coats); outline processes
· Outline each stage and expected completion date

· Outline potential hazards and management

· Outline as above

· Review plan outline
	· Scope / specification / SDS (if required)

· Diarise

· Site Safe or HazardCo

· Diarise

· Waste Management Plan
	Foreman
	

	Project Quality Assurance
	
	
	
	

	Project Quality Assurance


	· Supervise standards of workmanship to conform to NZ/AS 2311:2000

· Implement and manage Site Safe / HazardCo System

· Implement and manage Waste Management Plan

· Sign off completion of each element as meeting specification:

· Preparation

· Priming

· Top Coats

· Note climatic conditions as / if required by specification
	· NZ/AS 2311:2000

· Site Safe or HazardCo

· Waste Management Plan

· Specification

· Sign off document

· Diarise
	Foreman
	

	Finishing Touches
	
	
	
	

	Finishing Touches
	· Advise owner of near completion and ask if anything missed or any concerns (also opportunities for extra’s)

· Ensure any damage remedied

· All glazing, etc is cleaned
	· Diarise

· Sign off document
	Foreman
	

	Site Clean Up
	
	
	
	

	Site Clean Up
	· Remove all waste as per the “Waste Management Plan”

· Ensure all areas are clean and tidy
	· Waste Management Plan

· Sign off document
	Foreman
	

	Site Sign Off
	
	
	
	

	Site Sign Off
	· Review project site with owner and complete final sign off
	· Sign off document
	Foreman / Owner
	

	Invoice
	· Invoice within 10 working days

· Provide owner with “Thank You” card outlining paint systems / colours
	· Invoice

· Thank You cards

· Colour Scheme
	Principal
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Project Plan









