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• HOLD POINT- Gateway Checkpoint

• Quality Assurance 

START-UP PHASE
REF: ACTION DONE

SU-1 New Project Funding Drawdown Request Form

SU-2 UniSpace

SU-3 Managing Contractor

SU-4 Consultants List

SU-5 Consultant Tender 

SU-6 Consultant Engagement

SU-7 Consultant Induction

SU-8 Project Delivery Communications Proforma

SU-9 Resources Chart

SU-11 Cash Flow

SU-QA Quality Assurance

Signed Date
SPM UoA Project Manager/Officer/Planner

Signed Date
CP&FM UoA Project Manager/Officer/Planner

QA CHECKLIST

Refer Start-Up tab for procedure, reference material, contacts & hyperlinks
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COLOUR KEY

GO TO: Project QA Checklist - FEASIBILITY

•
•
•
•

PROJECT PHASE ACTION DETAILS

Simple 
(maintenance/

single discipline) 

Complex
(multi-discipline)

Action Title  �9
Completed

Comments
(Including document file location, date AND
UoA Project Officer signature)

F FEASIBILITY PHASE
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F-29 SPM • • Stakeholder approvals process

https://www.adelaide.edu.au/infrastructure/services/contractors-consultants#university-of-adelaide-design-standards-
https://www.adelaide.edu.au/infrastructure/projects/info/
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://universityofadelaide.app.box.com/file/776732057669?s=44o4tzndw6pwjk5172g3cqgwmq5nffwq
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/people/strategic-portfolio-management
https://www.adelaide.edu.au/infrastructure/services/contractors-consultants#university-of-adelaide-design-standards-
https://universityofadelaide.app.box.com/file/698099554284
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COLOUR KEY
GO TO: Project QA Checklist - START-UP

•
•
•
•

PROJECT PHASE ACTION DETAILS

Simple 
(maintenance/

single discipline) 

Complex
(multi-discipline)

Action Title  �9
Completed

Comments
(Including document file location, date AND
UoA Project Officer signature)

SU START- UP PHASE Project Delivery Start- Up and Engagement of Consultants

Contacts- Senior Administration Assistant Project number and systems set up
SPM Senior Space Planner

Project Creation Form

SU-2 Project Manager • UniSpace Notify Unispace- Senior Data Coordinator of the start- up of the project. 
Ensure new building projects receive unique building number at this stage.

Contacts- Unispace
�9

SU-3 Project Manager • • Managing Contractor Inform Managing Contractor of new project so that forward planning can be initiated and Managing Contractor PM assigned.. 
Establish pattern of involvement of Managing Contractor PM.  This will vary depending on the nature of the project and may include involvement of Managing 
Contractor Design Manager. For complicated projects, ensure collaboration with Managing Contractor commences during the earliest phases of the project.  
Establish whether novation of Consultants is to occur.  �9

Sarahs' Joe Builder assigned and briefed

SU-4 Project Manager • • Consultants List Compile external consultants register, including requirement for any specialist consultants 
e.g.. DDA, ESD, Heritage, Traffic Engineer, Arborist, External Change Manager, Independent Commissioning Agent (for new buildings and complicated 
projects), Independent consultant for post- occupancy meter- monitoring, external peer-reviewer for milestone documentation checks.
- Independent documentation milestone peer-reviewer

Establish method for selecting consultants, whether that be closed invitation to submit fee, or open Registration of Interest.  For closed invitation, liaise with 
Managing Contractor to compile competitive list of Consultants to be invited to tender and follow Consultant Tender process below.
For complicated or new building projects seek approval for the list of preferred tenderers from Associate Director Capital Projects & Facilities Management.
Establish method of engaging Consultants (establish whether/ when novation will occur)

Call for Registration of Interest*

�9

https://www.adelaide.edu.au/infrastructure/about/portfolio/capital-projects-delivery/
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/customer-support-services
https://unispace.adelaide.edu.au/
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://universityofadelaide.app.box.com/folder/119181007735
https://www.adelaide.edu.au/infrastructure/services/contractors-consultants#contractor-and-consultant-reference-materials-
https://www.adelaide.edu.au/legalandrisk/system/files/media/documents/2019-02/Competition%20and%20Consumer%20Law%20Compliance%20Manual.pdf
https://www.adelaide.edu.au/legalandrisk/system/files/media/documents/2019-02/Competition%20and%20Consumer%20Law%20Compliance%20Manual.pdf
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/customer-support-services
https://finance.adelaide.edu.au/psc/fs92prd/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&
https://www.adelaide.edu.au/infrastructure/services/contractors-consultants
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COLOUR KEY
GO TO: Project QA Checklist - PHASE 3

•
•
•
•

PROJECT PHASE ACTION DETAILS

Simple 
(maintenance/

single discipline) 

Complex
(multi-discipline)

Action Title  �9
Completed

Comments
(Including document file location, date AND
UoA Project Officer signature)

BR DETAILED BRIEFING PHASE
(Phase 3 CSA Schedule 2- Scope of Service)

Stakeholder engagement- detailed briefing and project definition
NOTE Detailed Briefing Phase and Concept Design Phases may be run in parallel.

UoA Project Start-Up Meeting Agenda (under development)
Project Team Minutes (under development)

UoA Standards- All Volumes, Part 2

BR-2 Consultant • • Stakeholder Consultation Commence Stakeholder/ End-User consultation in accordance with Stakeholder Consultation Plan developed in Feasibility Phase.  Stakeholder Consultation Plan *
�9 Weekly meetings scheduled

BR-3 Consultant • • Specialist Equipment Confirm with end-user specialist equipment requirements (existing and new)
�� Requirements recorded in return brief

BR-4

https://universityofadelaide.app.box.com/file/698099429382
https://universityofadelaide.app.box.com/file/698099429382
https://universityofadelaide.app.box.com/file/698099429382
https://www.adelaide.edu.au/infrastructure/services/contractors-consultants#university-of-adelaide-design-standards-
https://onlinerequests.adelaide.edu.au/submit/data_and_voice?ticket=ST-733272-imvHITqjZBlGCwGAvMcc-cas2prd
https://www.adelaide.edu.au/directory/noel.threapleton
https://www.adelaide.edu.au/infrastructure/system/files/media/documents/2019-10/180914_UoA_Design%20Standards_B.%20Building%20and%20Architecture_FINAL.pdf
https://www.adelaide.edu.au/infrastructure/system/files/media/documents/2019-10/180914_UoA_Design%20Standards_B.%20Building%20and%20Architecture_FINAL.pdf
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/services/contractors-consultants#university-of-adelaide-design-standards-
https://www.adelaide.edu.au/infrastructure/system/files/media/documents/2019-10/180914_UoA_Design%20Standards_K.Documentation_FINAL.pdf
https://universityofadelaide.app.box.com/file/698096710701


https://universityofadelaide.app.box.com/file/698096710701
https://universityofadelaide.app.box.com/file/698099554284
https://universityofadelaide.app.box.com/file/792593589117?s=41fiequ06o096m1qbyl6qfa84t22eijo
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
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COLOUR KEY
GO TO: Project QA Checklist - PHASE 4

•
•
•
•

PROJECT PHASE ACTION DETAILS

Simple 
(maintenance/

single discipline) 

Complex
(multi-discipline)

Action Title  �9
Completed

Comments
(Including document file location, date AND
UoA Project Officer signature)

DD

https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/disability/
https://www.adelaide.edu.au/infrastructure/system/files/media/documents/2019-10/180914_UoA_Design%20Standards_K.Documentation_FINAL.pdf
https://universityofadelaide.app.box.com/file/698096710701
https://universityofadelaide.app.box.com/file/698096710701
https://universityofadelaide.app.box.com/file/698099554284
https://universityofadelaide.app.box.com/file/698099554284
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DD-17 Project Manager • HOLD POINT- GATEWAY CHECKPOINT For projects with any identified departures (relating to either the UoA Design Standard or Project Brief), submit relevant sections of the Milestone package to 
Associate Director CPFM , and subsequently Director Infrastructure  (or delegate), for consideration and sequential approval. This approval may be sought in 
parallel with the Stakeholder Approval process. 
NOTE: For departures relating to technical disciplines, submit details to relevant UoA technical stakeholder (e.g.. ITS) for comment prior to submitting to 
Associate Director CPFM .   

Pending the above approvals, issue conditional approval to proceed to the next phase with instruction to address any issues raised in the Stakeholder and 
Director Approvals process.

For projects with no departures, issue approval to proceed to next phase. 

Contacts- Associate Director Capital Projects & Facilities 
Management

�9

Received AD approval.  Stakeholder Approval Schedule filed 
20/06/18 Aconex
Received Dir approval. Stakeholder Approval Schedule filed 22/06/18 
Aconex 

Approval to proceed to CD phase granted. Aconex23/06/18

DD-QA Project Manager

https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
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COLOUR KEY

https://unispace.adelaide.edu.au/
https://www.adelaide.edu.au/infrastructure/system/files/media/documents/2019-10/180914_UoA_Design%20Standards_K.Documentation_FINAL.pdf
https://universityofadelaide.app.box.com/file/698099795963
https://universityofadelaide.app.box.com/file/698096710701
https://universityofadelaide.app.box.com/file/698096710701
https://universityofadelaide.app.box.com/file/698099554284
https://universityofadelaide.app.box.com/file/698099554284
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
https://www.adelaide.edu.au/infrastructure/about-us/portfolio/capital-projects-facilities-management
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DOC-14 Consultant • • Contract Documentation continuation Continue with Contract Documentation Phase through to 100% Complete,  incorporating approved outcomes from the 50% review processes.
�9

DOC-15 Consultant • • Safety in Design Issue regular Safety in Design updates (including risk register) for minuting and action  at Project Team Meetings throughout Contract Documentation Phase
�9

Minuted at weekly project team meetings

DOC-16 Project Manager • • Building Certification and Authority Permits Ensure all Authority Permits (including Office of Technical Regulator) and Building Approvals, as required, are in place and levies (CITB/ other) are paid.
Record Development Approval (including stamped drawings) on Aconex and TRIM. 
Notify Unispace of availability of approved drawings.

Contacts- Unispace

�9

BRC 15/7/18 Aconex

DOC-17 Consultant • • A.  Documentation - Contract Documentation 100% 
Complete

At completion of Contract Documentation Phase, issue 100% complete documentation package for approval, compliant with UoA Design Standards Volume K 
Documentation  .  
Marked "TENDER"  or "For Construction" as appropriate.

UoA Design Standards Volume K Documentation 

�9

Package received 20/07/18 Aconex

DOC-18 Consultant • • B.  Certification - UoA Design Standard Certify in writing that the 100% Complete Contract Documentation package complies with all Volumes of the UoA Design Standard, and provide a 
comprehensive, justified list of departures. This includes compliance with Volume A (This document) Project Process Checklist (consultant obligations).

Await approval prior to proceeding to the next phase.

Consultant Certification Schedule

�9

Consultant Certification Schedule received 20/07/18 Aconex
No departures

DOC-19 Consultant • • C. Certification - Project Brief Certify in writing that the 100% complete Contract Documentation package meets all the requirements of Project Brief, along with a comprehensive, justified list 
of departures.
This includes (but is not limited to):
- Project Capital Budget order of cost;
- Project Operating Budget estimate;
- Documentation to support project specific sustainability design and reporting obligations.

Await approval prior to proceeding to the next phase.

Consultant Certification Schedule

�9

Consultant Certification Schedule received 20/07/18 Aconex
No departures

DOC-21 Consultant • • Pre-tender estimate Submit Pre-tender estimate based on 100% complete documents. �9 Received 27/07/18 Aconex

DOC-22 Project Manager • • Stakeholder approval Obtain written sign-off from Stakeholders for 100% Contract Documentation following the process established in the Project Initiation Phase.
Ensure obligations for Communications and Engagement including Change Management are met.

Stakeholder Approval Schedule
�9

Received 02/08/18 Aconex

DOC-23 Project Manager • • HOLD POINT- GATEWAY CHECKPOINT Review 100% Contract Documentation milestone package for compliance. 
For projects with any identified departures (relating to either the UoA Design Standard or Project Brief), submit relevant sections of the  Milestone package to 
Associate Director CPFM, and subsequently Director Infrastructure (or delegate), for consideration and sequential approval. This approval may be sought in 
parallel with the Stakeholder approval.
NOTE: For departures relating to technical disciplines, submit details to relevant UoA technical stakeholder (eg. ITS) for comment prior to submitting to 
Associate Director CPFM.  

Pending the above approvals, issue conditional approval to proceed to the next phase with instruction to address any issues raised in the Stakeholder and 
Director Approvals process.

For projects with no departures, issue approval to proceed to next phase. 

Contacts- Associate Director Capital Projects & Facilities 
Management

�9
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COLOUR KEY
GO TO: Project QA Checklist - PHASE 7

•
•
•
•

PROJECT PHASE ACTION DETAILS

Simple 
(maintenance/
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CON-21 Consultant • • Defects Compile defects list for rectification.  https://www.adelaide.edu.au/infrastructure/projects/info/
�9

1/11/18 Aconex

CON-22 Consultant • • Consultants Letter of Endorsement of Practical 
Completion

Issue letter of endorsement of Practical Completion
�9

1/11/18 Aconex

CON-23 Project Manager • • Practical Completion and Hand-over Schedule Issue Practical Completion and Hand-over Schedule and file on Trim and Aconex. Practical Completion and Hand-over Schedule 

CON-24 Project Manager • • Practical Completion Issue Certificate of Practical Completion



BS Summary.xlsx Rev A 2017.03.16



BS Summary.xlsx Rev A 2017.03.16

HO-QA Project Manager • • Quality Assurance Update this Checklist (or the Project QA Checklist- Hand-Over Phase), and file on TRIM. Project QA Checklist- Hand-Over Phase
�9 CPD Project Manager

OM

OM-1 Project Manager • • Building Services Performance Report Establish  program for post- occupancy building services,  meter- monitoring and reporting, as stipulated in UoA Vol Metering and Monitoring.
Engage independent party to carry out monitoring and prepare report.  This should include reconciliation of predicted versus actual operating costs (carbon and 
financial) after at least one seasonal/ operational cycle.  File on TRIM and Aconex and circulate to:
- Associate Director Capital Projects & Facilities Management;
- Strategic Portfolio Management- Energy Manager.

Contacts- Strategic Portfolio- Energy Manager 
Contacts- Associate Director Capital Projects & Facilities 
Management

�9

Refer O&M Manual
Independent reporting consultant engaged. Report received and 
circulated Aconex 12/06/18. 

Post Occupancy Survey*

Contacts- Associate Director, Strategic Portfolio Management
Contacts- Associate Director, Capital Projects & Facilities 
Management

Consultant Evaluation Template*

Contacts- Associate Director, Strategic Portfolio 
Management
Contacts- Associate Director, Capital Projects & Facilities 
Management

Lessons Learned Template*

Contacts- Associate Director, Strategic Portfolio 
Management
Contacts- Associate Director, Capital Projects & Facilities 
Management

OM-5 Project Manager • • Quality Assurance Update this Checklist (or the Project QA Checklist- Occupation Management Phase), and file on TRIM. Project QA Checklist- Post Construction Phase
�9 CPD Project Manager

Release of Bank Guarantee

Certificate of Final Completion

OM-6 Project Manager • • HOLD POINT- CHECKPOINT
Project Completion Package

Ensure all elements of the Project Completion Package are file on TRIM and Aconex and the following are notified: 
- Associate Director Capital Projects & Facilities Management;
- Associate Director Strategic Portfolio Management;
- Strategic Portfolio Management- Energy Manager;
- Associate Director Customer and Support Services- UniSpace.

Package must include:
- Final, approved Milestone Post Construction Package (Hand-over Phase drawings and specification);
- Final, approved  Design Standards Certification for the above Hand-over Phase documentation package, including justification for departures;
- Final, approved Project Brief Certification, including justification for departures;
- Building Standards Lessons Learned;
- Post-Occupancy Building Services Performance Report;
- Post-Occupancy Stakeholder Satisfaction Report;
- Consultant Evaluation Report; and  
- Completed copy of Project Process Checklist (or QA checklists by phase)

�9

As noted above.
QA Checklists filed Aconex and TRIM 02/11/19

OM-7 Project Manager • • Project Close-Out Close- out project on all systems.
�9 All systems closed out 12/11/19

POST CONSTRUCTION
OCCUPATION MANAGEMENT AND MAINTENANCE PHASE

OM-2 Project Manager • Stakeholder Post- Occupancy Survey Carry out Stakeholder satisfaction survey at least 6 months after occupation using the Project Delivery Evaluation Form .  File on TRIM and Aconex and 
circulate to:
- Associate Director Capital Projects & Facilities Management;
- Associate Director Strategic Portfolio Management. �9

15/05/18 6 month survey carried out . Filed Aconex and TRIM and 
circulated 18/05/18

�9

Completed 20/05/18.  Filed TRIM and Aconex and circulated.

OM-4 Project Manager • • Lessons Learned Complete  Lessons Learned Template. File on Aconex and TRIM and circulate to:
- Associate Director Capital Projects & Facilities Management;
- Associate Director Strategic Portfolio Management.

�9

Completed 20/05/18.  Filed TRIM and Aconex and circulated.

OM-3 Project Manager • Consultant Evaluation Review Post-Occupancy Reports (Building Services Performance and Stakeholder Satisfaction).
Complete Consultant Evaluation Template.  File on TRIM and Aconex and circulate to:
- Associate Director Capital Projects & Facilities Management;
- Associate Director Strategic Portfolio Management.

�9

Certificate and release issued 30/10/19 Aconex. Filed TRIMOM-6 Project Manager • • Final Completion Confirm defects are complete.  Issue Certificate of Final Completion and file on Aconex and TRIM..  
Authorise release of bank guarantee/ retention moneys as applicable.
Certify to Associate Director Capital Projects & Facilities Management that all above obligations have been met and seek approval to close- out project on 
TRIM.
Payment of final Consultants invoices must NOT be issued until ALL Post Construction Hand-Over phase compliance obligations are complete. 
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