
FACILITIES & SERVICES GROUP 
MAJOR PROJECTS

PROCEDURES FOR NEW DESIGN/CONTRUCTION WORKS PROJECTS
Definition: Mini, Minor, Major Capital Projects 

	Mini Works
	Project works program with a maximum total budget of $1000 funded by the user.

	Minor Works
	Project works program with a budget between $1,000 and $50,000 funded either by the user or through the University’s Capital Management Plan (CMP)

	Major Capital Works
	Project works program with a budget of $50,000 or above funded either by the user department or through the University’s Capital Management Plan (CMP)


Swinburne University has an asset base of 98 buildings across six campuses. The building stock ranges from 1900s vintage to recent construction.  In addition to University owned property FSG is also responsible for the management of University leased properties. 
The procedures set out below have been created to ensure all submissions for design and construction works are dealt with in an appropriate manner and relative to proposed timelines.  These procedures are periodically reviewed to ensure they support the university’s changing business activities.

PROCEDURES

MINI, MINOR, MAJOR WORKS
1. Department to submit a Request for Design and/or Construction Work Form
Department to provide a contact person as the single point of contact for the proposed project.  When the form is received at FSG it will be logged in a queue for action.

2. A Project Manager will contact the department’s nominated contact person to discuss the proposed work in more detail and to arrange a site visit if appropriate. The Projects Manager will be able to answer any questions related to the steps involved in the program, preparation of an estimated budget and time of the preliminary work phase etc.
Mini Works Projects

3. If the department wishes to proceed to the next step:
The Projects Manager will prepare preliminary cost estimate.
The department to confirm in writing (email) within 3 months for the job to proceed.  If no response is received within 3 months the job may be removed from the FSG schedule of works program.  The job may be reactivated in the future and will be treated as a new job for the purpose of scheduling. 

When authority to proceed is received FSG will action transfer of the budget to the project account.

Minor and Major Works Projects

4. The Projects Manager will work with the user department to prepare a design brief and program for costing. NOTE: The costed project budget is a guide only for the purpose of assisting the department in a decision to proceed to the next step.  Before proceeding to the market through a tender or quote process we need to ensure the user group understands and commits to the expected project budget.  

If no response is received within 3 months the job may be removed from the FSG schedule of works program.  The job may be reactivated in the future but will be treated as a new job for the purpose of scheduling.
When authority to proceed is received FSG will action transfer of the budget to the project account.

Major and Capital Works Projects

5.
If the department wishes to proceed to the next step:

The Projects Manager will arrange for the appointment of relevant consultants to prepare a comprehensive design brief, timeline and cost estimate for the project. The design brief, program and budget will be forwarded to the department for authority to proceed. NOTE Any costs associated with the preliminary work to establish the costed design brief will be charged to the project account code whether or not the job proceeds to construction.  If no response is received within 3 months the job may be removed from the FSG schedule of works program.

When authority to proceed is received FSG will action transfer of the budget to the project account.

For further information refer to the SUT Space Management Policy

FACILITIES & SERVICES GROUP

MAJOR PROJECTS
REQUEST FOR DESIGN AND/OR CONSTRUCTION WORK

	Date form submitted by user:
	

	Campus where work is required:
	

	Building where work is required:
	

	Room/s No. where work is required:
	

	Brief description of works including proposed date for work:  Please attach separate document if appropriate.
	

	Name and phone ext for contact person:
	


· An FSG Project Officer will be in contact with you to discuss the proposal and arrange an inspection of the site.
· Please note: Your department will be charged for any costs incurred in the preparation of preliminary design and cost estimates regardless of whether the project proceeds to construction.  
· A scope of works with cost estimates will be forwarded to you for approval and sign off.  Please note that the total cost estimate will be exclusive of any monies already expended in the preliminary phase.

Account Details:

· Please complete the account code details below.  FSG will create a ‘24’ project account with your departmental account code and arrange transfer of funds via Finance Dept.
· If the job is authorised to proceed to construction, the total estimated funds will be transferred to the project account prior to the start of construction.

	
	
	
	
	
	
	
	---
	
	
	
	
	
	---
	6
	9
	1
	0
	0


Authorisation Level
Total project works estimated at $10,000 or below may be authorised by appropriate  Executive Director, TAFE or Faculty Dean.

Total project works estimated at above $10,000 will require authorisation by appropriate Vice President, Pro VC, Deputy Vice Chancellors, Vice Chancellor
	Signature:





	

	Print Name:
	

	Print Title:


	

	Date:
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