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New Works and Approvals Process

New Works Process

Yes

NoNew Works identified by 
Contractor/SM during a 

PPM event?

Has the New Works 
(Reactive Works) been 
raised by either SM or 

Contractor?

Raise Work 
Order

Are the New Works 
within the scope of the 

Lump Sum Price?

Contractor to 
commence 

works

Is the cost greater 
than the 

Comprehensive 
Liability Threshold?

See Approval 
Process for 

Work Orders

No Yes

Has the New Works 
(Projects/Small Works) been 

raised by the SM?

Recognition of New 
Works required

Yes

No

Yes Yes

No

SM Service Manager

Key



Quotation 
received from 
Contractor by 

SM

SM to evaluate 
quotation

Commence 
and complete 

works as 
agreed

Proceed and 
appoint?
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Issuing Quotation by Contractor Process

Notify rejection of 
quotation to 

Contractor within 
5 working days of 

receipt of 
quotation

Notify Contractor of 
acceptance of 

quotation within 5 
working days of 

receipt of quotation

SM to issue a 
correction

Yes

No

Yes No

Review and 
issue quotation 
within agreed 

time

SM Contractor

Accept 
rejection

Submit New Work 
Order

Accept 
notification 

SM Service Manager

Key

Are any of the SM s 
assumptions made 

within the instruction 
incorrect?
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 Issuing Instruction for Quotation for Approved Work Order Process

Is the project value 
less than £5K

No

Yes

SM to 
undertake cost 

estimate 

SM to prepare 
instruction for 

quotation, to be 
priced using 

Resource Rates 

SM to amend request to 
Contractor to include for quotation 

of a Project Management 
Percentage Uplift . The cost must 

not exceed the Project 
Management Percentage Uplift 

agreed at Further Competition or 
7%, whichever is the least 

amount.

No

Issue 
Instruction for 
Quotation to 
Contractor

SM to amend request to 
Contractor to include for quotation 

of a Project Management 
Percentage Uplift . The cost must 

not exceed the Project 
Management Percentage Uplift 

agreed at Further Competition or 
5%, whichever is the least 

amount.

Is the project value 
equal to or greater 
than £5K and less 

than £25K?

Is the project value 
equal to or greater 
than £25K and less 

than £100K?

Is the project value 
equal to or greater 

than £100K and less 
than £1m?

SM to prepare 
instruction for 

quotation, to be 
priced using 3 

written quotations 

SM to prepare 
instruction for 

quotation, to be 
priced using 3 
formal tenders 

SM to prepare 
instruction for 

quotation, to be 
priced using 5 
formal tenders 

Is there a 
specific project 
management 

element?

No

Yes

No

Yes Yes

Is the project value 
equal to or greater than  

£10K, and less than 
£50K?

Is the project 
value less than  

£10K?

Is the project 
value equal to or 

greater than 
£50K?

No No

Yes Yes

SM to amend request to 
Contractor to include for quotation 

of a Project Management 
Percentage Uplift. The cost must 

not exceed the Project 
Management Percentage Uplift 

agreed at Further Competition or 
3%, whichever is the least 

amount.

Approval of Work 
Order

Yes

Yes

SM Service Manager

Key
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