PRM007/1PRIVATE 

DEPARTMENT OF PUBLIC WORKS

 INCEPTION CHECK LIST
1. The inception check list is a tool enabling the Project Manager to check whether all information needed for the planning of the facility has been made available including an accommodation schedule, with room usage, required equipment, furniture and services with dimensioned positions.

2. The inception check list must be adapted/adjusted and/or amplified to satisfy the needs of a specific project being either a new or an existing building/facility.
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INCEPTION CHECK LIST
	1. Nature of Project:
	
	WCS:
	

	Outline of objective
	


	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	1.01
	function
	
	
	

	1.02
	services
	
	
	

	1.03
	finishes
	
	
	

	1.04
	furniture and fittings
	
	
	

	1.05
	landscape and site.
	
	
	


2.
Schedule of accommodation

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	2.01
	Population figures
	
	
	

	2.02
	Functional diagrams, etc.
	
	
	


3.
Expenditure intended

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	3.01
	Statements of costs limits if any, see Part 3.514 Cost Limits
	
	
	


REMARKS:

	PRIVATE 
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4.
Dates and tentative programme

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	4.01
	Survey and detailed analysis of site;
	
	
	

	4.02
	Submission of outline proposals, scheme design and approximate estimates;
	
	
	

	4.03
	Statutory applications;
	
	
	

	4.04
	Start of production information;
	
	
	

	4.05
	Start of bills of quantities
	
	
	

	4.06
	Out to tender
	
	
	

	4.07
	Contract let
	
	
	

	4.08
	Possession of site and start of works
	
	
	

	4.09
	Completion and handover
	
	
	

	4.10
	Defects liability period and final account
	
	
	


5.
Procedure

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	5.01
	Client’s authorised representative
	
	
	

	5.02
	Client’s special requirements regarding selection of main contractor, sub-contractors and suppliers
	
	
	

	5.03
	Client’s special requirements regarding cost control; formal approval of overall cost only; or detailed breakdown of elements, finishes, services, etc., item by item, see Part 3.260 Cost Control
	
	
	


REMARKS:

	PRIVATE 
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6.
PWD Conditions of Engagement

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	6.01
	Scope of services
	
	
	

	6.02
	Scale of charges
	
	
	

	6.03
	Incidental expenses and travelling
	
	
	


7.
Clerk of Works

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	7.01
	If constant supervision is required, refer to PWD Conditions of Engagement
	
	
	

	7.02
	Mechanical services Clerk of Works
	
	
	

	7.03
	Electrical services Clerk of Works
	
	
	

	7.04
	Site supervision generally
	
	
	


8.
Other members of the design team already appointed or to be recommended; method of appointment and scale of fees.

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	8.01
	Quantity surveyor
	
	
	

	8.02
	Structural engineer / Civil engineer
	
	
	

	8.03
	Mechanical services engineer
	
	
	

	8.04
	Sanitary engineer
	
	
	

	8.05
	Electrical engineer
	
	
	

	8.06
	Acoustical expert
	
	
	

	8.07
	Landscape architect
	
	
	

	8.08
	Painters and sculptors
	
	
	

	8.09
	Model makers etc.
	
	
	

	8.10
	Dolomite Risk Manager
	
	
	Departmental (HQ)


REMARKS:

	PRIVATE 
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9.
Site

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	9.01
	Survey available or required to be done by the Department or outside surveyor
	
	
	

	9.02
	Legal position: freehold, leasehold, etc. restrictive covenants 
	
	
	

	9.03
	Name, address and telephone numbers: solicitor, ground landlord, adjoining owners, etc.
	
	
	

	9.04
	Geotechnical Survey and classification
	
	
	Departmental Dolomite Risk Manager

	9.05
	Is site located on dolomite
	
	
	Departmental Dolomite Risk Manager


10.
Statutory and other approvals


The client should be told of the statutory and other consents to be gained, notices to be served, awards to be made and related expenses such as adjoining owners/surveyor fees, own architect’s fees for special negotiations, etc.

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	10.01
	Town and Country Planning Acts
	
	
	

	10.02
	Provincial Fine Arts Commission / Heritage
	
	
	

	10.03
	Building Acts and Byelaws
	
	
	

	10.04
	Public Health Acts
	
	
	

	10.05
	Fire Regulations
	
	
	

	10.06
	Factories Act, etc.
	
	
	

	
	Others
	
	
	

	10.07
	Landlord, lessor, etc. and their architects and surveyors
	
	
	

	10.08
	Adjoining owners
	
	
	

	10.09
	Insurance companies, etc.
	
	
	


11.
Other architects

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	11.01
	The names and addresses of other architects who have worked or been instructed to work on the scheme and who must be notified of Professional Conduct.
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12.
Other information

	

	

	

	

	NAME.....................................
DATE....................................
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LOCAL INFORMATION CHECK LIST

1.
Neighbouring owners
WCS    ....................


Check and consult documents, drawings, people regarding:

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	1.01
	Access to site
	
	
	

	1.02
	Right of light and air
	
	
	

	1.03
	Noise
	
	
	

	1.04
	Smells
	
	
	

	1.05
	Fire risks
	
	
	

	1.06
	Drainage
	
	
	

	1.07
	Services
	
	
	

	1.08
	Right of support
	
	
	

	1.09
	Possibility of flooding
	
	
	

	1.10
	Conflicting interests
	
	
	

	1.11
	Condition of adjacent property
	
	
	Photographs?

	1.12
	Dolomite
	
	
	


2.
Civil engineering contractors and building contractors 


Obtain:

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	2.01
	Information relating to adjacent sites
	
	
	

	2.02
	Information relating to earlier use of site
	
	
	

	2.03
	Details of local materials
	
	
	

	2.04
	Details of sub-soil conditions to be anticipated

(Initiate engineering geological  investigation in terms of current practice if site is located on dolomite. Please note this investigation is not a standard foundation investigation)
	
	
	

	2.05
	Names and addresses of local suppliers of aggregates, hardcore, premix concrete etc. and approved laboratories.
	
	
	


REMARKS:

	PRIVATE 
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3.
Suppliers

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	3.01
	Check on quality, availability and cost of local material
	
	
	

	3.02
	Inspect quarries, brickwork, etc., for samples and prices
	
	
	


4.
Local facilities


Check with appropriate authorities, present and future availability of:

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	4.01
	Transport
	
	
	

	4.02
	Schools
	
	
	

	4.03
	Shops
	
	
	

	4.05
	Other local facilities
	
	
	

	4.06
	Parking
	
	
	


5.
Underground hazards


Check with local authority engineer, Spoornet, local Transport or other operator:

	PRIVATE 
No.
	Description
	Yes
	No
	Comments

	5.01
	Details of railway or tunnels
	
	
	

	5.02
	Details of mineral workings/rights
	
	
	

	5.03
	Springs, water table, ground movement, soil conditions
	
	
	

	5.04
	Dolomitic land
	
	
	Contact Risk Manager


6.
Climate

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	6.01
	Find out prevailing climatic conditions (wind, rain, etc.)
	
	
	

	6.02
	Check if there are any unusual conditions
	
	
	

	6.03
	Check on sea air, smoke, fumes, acid rain, corrosion, etc.
	
	
	


REMARKS:

	PRIVATE 


	

	

	

	NAME......................................
DATE..........................................
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SITE AND BUILDING SURVEYS CHECK LIST

1.
Preliminaries
WCS  .............................

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	1.01
	Consider purposes of survey, type of information required including type of drawings, reports, etc., and time allowed
	
	
	

	1.02
	Consider employment of qualified land surveyor, air surveyor, photographer, etc., if site is large, obtain client’s approval and consider brief and programme
	
	
	

	1.03
	Consider requesting reports from local specialist sub-contractors or local supply companies on existing heating, hot water, electrical, gas or other services installation; obtain client’s approval if necessary and consider brief and programme
	
	
	

	1.04
	Check what special fees, expenses, etc., have been agreed with the client
	
	
	

	1.05
	Check that client has right of access to site
	
	
	

	1.06
	Check accuracy and availability of survey equipment, e.g.:


Compass, level, staff


sighting rods and makers


ladder, 
chain


manhole lifting irons


tape, 
2m rod


survey board


scales, camera

(Much of this equipment may be hired from surveying and drawing equipment suppliers)
	
	
	

	1.07
	Consider appointment with local authority officers including Town Planning, Building Inspector, Public Health, Fire Brigade, etc.
	
	
	

	1.08
	Obtain Surveyor sheet or General map and/or Registered Land Plan and establish boundaries, servitudes.
	
	
	

	1.09
	Discuss site development with Departmental Dolomite Risk Manager
	
	
	


REMARKS:

	PRIVATE 
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2.
General: Legal


Obtain from the user Department or his agent:

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	2.01
	Names and address of solicitors/agents
	
	
	

	2.02
	Existing drawings
	
	
	

	2.03
	Property: leasehold, freehold, if ground rent, tithes or restrictive covenants as to usage, tenure or sale
	
	
	

	2.04
	Ownership of fences
	
	
	

	2.05
	Rateable values
	
	
	

	2.06
	Insurances and insurance companies
	
	
	

	2.07
	Approvals already received
	
	
	

	2.08
	Highway rights and road access.
	
	
	


3.
Building work: Legal


Obtain from local or other statutory authority:

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	3.01
	Names and addresses of officials concerned
	
	
	

	3.02
	Town planning: requirements, restrictions and intentions
	
	
	

	3.03
	Future developments including new roads and widening
	
	
	

	3.04
	Building surveyor: obtain copy of local special byelaws if any
	
	
	

	3.05
	Copy of ordnance block plan
	
	
	

	3.06
	Submission requirements and forms and last date each month for submitting applications
	
	
	

	3.07
	Record plans for foundations, etc.
	
	
	

	3.08
	Building lines or restrictions
	
	
	

	3.09
	Possible road charges and liabilities
	
	
	

	3.10
	Small Holdings Act, etc.
	
	
	

	3.11
	Restrictions under Clean Air Act
	
	
	

	3.12
	Ancient monuments or scheduled historic buildings
	
	
	

	3.13
	Housing unit limitations
	
	
	

	3.14
	See Departmental Standards for development on Dolomitic Land. Obtain 
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	similar applicable standards from the Local Authority.
	
	
	


REMARKS:

	PRIVATE 


	

	

	


4.
Services:


Obtain from local authority or public utilities

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	4.01
	Names and addresses of officials concerned
	
	
	

	4.02
	Foul sewer: line and invert levels
	
	
	

	4.03
	Surface water sewer: line and invert levels (stormwater).
	
	
	

	4.04
	Existing septic tanks and if emptied by the local authority
	
	
	

	4.05
	Future drainage schemes by the local authority: possible future connections and charges
	
	
	

	4.06
	Water supply
	
	
	

	4.07
	Electricity supply: voltage, capacity, AC or DC
	
	
	

	4.08
	Gas supply
	
	
	

	4.09
	Telephone service
	
	
	

	4.10
	Postal services
	
	
	


5.
Local enquiries:

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	5.01
	Present or future existence of undesirable features in proximity of site, e.g. sewage works, tanneries, aerodromes, dairies, railway sidings, rivers, ponds etc., liable to overflow or flooding on or near site
	
	
	

	5.02
	Age of property
	
	
	

	5.03
	Adequacy of local facilities, e.g. transport, schools, shops, post
	
	
	

	5.04
	Names of reliable local builders
	
	
	

	5.05
	Special materials available locally
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 REMARKS:

	PRIVATE 


	

	











	

	

	PRIVATE 


	

	

	


6.
Underground hazards

	PRIVATE 
No
	Description

	 Yes

	 No

	 Comments

	PRIVATE 
6.01

	Mineral workings

	
	
	

	6.02
	Railway or tube/tunnels
	
	
	

	6.03
	Springs

	
	
	

	6.04
	Level of water table

	
	
	

	PRIVATE 
6.05
	Ground movement or erosion

	
	
	

	6.06
	Dolomite
	
	
	


7.
Adjoining properties

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	7.01
	General character, condition and usage
	
	
	

	7.02
	Rights of air and light
	
	
	

	7.03
	Conflicting interests
	
	
	

	7.04
	Subsidence evidence
	
	
	


8.
Actual site

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	8.01
	Orientation
	
	
	

	8.02
	Prevailing wind
	
	
	

	8.03
	Local climatic or other hazards, e.g. sea air, smoke, fumes
	
	
	

	8.04
	Views from and on to site
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	PRIVATE 
8.05
	Trees: species, height, girth and condition
	
	
	

	8.06
	Rock outcrops, gardens, pons
	
	
	

	8.07
	Soil, sub-soil, trail holes
	
	
	

	8.08
	Evidence of flooding or ground movement
	
	
	



	8.09
	Fences, gates, boundary/and retaining walls, ownership, condition
	
	
	

	8.10
	Building lines
	
	
	

	8.11
	Paths, roads, pavings
	
	
	

	8.12
	Existing buildings: position and floor levels, obvious failures of materials or construction
	
	
	

	8.13
	Levels and sections reduced to ordnance datum by relation to bench mark
	
	
	

	8.14
	Position and description of bench marks or other datum points
	
	
	

	8.15
	Septic tanks
	
	
	

	8.16
	Manholes: invert and cover levels
	
	
	

	8.17
	Gullies
	
	
	

	8.18
	Stopcocks
	
	
	

	8.19
	Hydrants
	
	
	

	8.20
	Overhead wires
	
	
	

	8.21
	External lighting
	
	
	

	PRIVATE 
8.22
	Consecrated ground (Graves, etc.)
	
	
	


REMARKS:

	PRIVATE 


	

	

	

	

	

	

	

	NAME........................................
DATE....................................
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9.
Buildings: Construction general

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	9.01
	-
roof

-
construction, covering, pitch

-
roof lights, hatches

-
chimneys: flues, evidence of smoke or leaks in roof space, headroom

-
rainwater disposal, pipes, gutters, heads

-
flashing

-
aerials, wires

-
access on to roof and into roof space
	
	
	

	9.02
	Walls:

-
construction: e.g. bond, gauge, type of brick

-
finishes, rendering, pointing

-
DPCs

-
flashing, coping

-
air bricks

-
windows, sills, lintels

-
doors, sills, lentils

-
pre-fabricated

-
other      
	
	
	

	9.03
	Basements:

-
level of floor below ground

-
ventilation

-
damp proofing

-
drainage etc.

-
fire protection
	
	
	

	9.04
	Floors:

-
construction: for timber floors; direction of joists, beams. Trimmers, details of other types of floor construction

-
sleeper walls

-
DPCs

-
air bricks
	
	
	

	9.05
	Stairs:

-
construction

-
floor to floor height

-
number of risers

-
hand rails
	
	
	

	PRIVATE 
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10.
Buildings: Room by room

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	10.01
	Floor including skirting
	
	
	

	10.02
	Walls including dado rail, cornice, air bricks
	
	
	

	10.03
	Ceiling 
	
	
	

	10.04
	Doors including frame, architrave and ironmongery
	
	
	

	10.05
	Electrical including fittings, sockets, switches
	
	
	

	10.06
	Heating and ventilation including radiators, valves, grilles, cookers, stoves, fireplaces
	
	
	

	10.07
	Sanitary fittings including baths, Lbs, WCS and cisterns, bidets, sinks, pipes, taps, internal manholes
	
	
	

	10.08
	Joinery fittings including cupboards, shelving, benches
	
	
	

	10.09
	Miscellaneous
	
	
	


REMARKS:

	PRIVATE 
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11.
Buildings: Water supply

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	11.01
	Stopcocks: main supply and point of entry (Brass, chrome plated, PVC, etc.)
	
	
	DZB

	11.02
	Drain cocks
	
	
	

	11.03
	Piping
	
	
	

	11.04
	Circuits and external water points
	
	
	

	11.05
	Insulation
	
	
	

	11.06
	Cisterns, size supports, insulation access
	
	
	

	11.07
	All sanitary fittings and services, including taps, traps, puff pipes, wastes
	
	
	

	11.08
	Shower floor and fittings/walls
	
	
	

	11.09
	Adequacy and type of supply, pressure hardness, need for analysis, e.g. well water, lead pipes carrying soft water, wells, springs, underground or under-floor storage tanks, pumps or rams
	
	
	


12.
Buildings: Drainage

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	12.01
	Surface water: record plan, levels, disposal means
	
	
	

	12.02
	Sewage: record plan, levels, disposal means, if combined system or otherwise
	
	
	

	12.03
	Manholes: invert and cover levels
	
	
	

	12.04
	Gullies, vent pipes, fresh air inlets, interceptors, grease traps, pumps (test pipes and manholes by water test)
	
	
	


REMARKS:

	PRIVATE 
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13.
Buildings: Hot water

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	13.01
	Systems
	
	
	

	13.02
	Piping
	
	
	

	13.03
	Circuit
	
	
	

	13.04
	Drain cocks
	
	
	

	13.05
	Cylinder
	
	
	

	13.06
	Insulation
	
	
	

	13.07
	Boiler and flue
	
	
	

	13.08
	Safety valve, thermometer, thermostat
	
	
	

	13.09
	Fuel and storage
	
	
	

	13.10
	Efficiency test and/or report from local specialist if necessary
	
	
	

	13.11
	Running costs
	
	
	


14. 
Building: Heating and ventilation

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	14.01
	System
	
	
	

	14.02
	Fittings, radiators, convectors, grilles, fans, filters, diffusers etc.
	
	
	

	14.03
	Piping 
	
	
	

	14.04
	Circuits
	
	
	

	14.05
	Drain cocks
	
	
	

	14.06
	Expansion tank
	
	
	

	14.07
	Insulation
	
	
	

	14.08
	Boiler and flue
	
	
	

	14.09
	Safety valve, thermometer, thermostat, altitude gauges, fusible links, controls, pumps
	
	
	

	14.10
	Fuel and storage
	
	
	

	14.11
	Efficiency test and/or report from local specialist inf necessary
	
	
	

	14.12
	Running costs
	
	
	

	14.13
	Refrigeration
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REMARKS:

	PRIVATE 


	

	

	

	


15.
Building: Electrical

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	15.01
	Overhead or underground
	
	
	

	15.02
	Plot poles, wires or cable on survey
	
	
	

	15.03
	Metres and main switch gear, phasing, voltage, current, AC or DC, Watts.
	
	
	

	15.04
	Wiring external and internal
	
	
	

	15.05
	System, conduits and earthing
	
	
	

	15.06
	Distribution boards
	
	
	

	15.07
	Light points and voltage including external lighting
	
	
	

	15.08
	Special fittings: fans, cooker panels, low voltage transformers, bell system
	
	
	

	15.09
	Test and report by local supply company if necessary with advice on size and adequacy of main cable for future loading
	
	
	


16.
Buildings: Gas

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	16.01
	Main size, depth and position
	
	
	

	16.02
	Metres: adequacy for future requirements
	
	
	

	16.03
	Points and fittings, flue, hoods, etc.
	
	
	

	16.04
	Test and report by local supply company if necessary with advice on size and adequacy of main supply for future loading
	
	
	

	16.05
	Gas banks and types
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REMARKS:

	PRIVATE 


	

	

	

	

	


17.
Building: Other services

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	17.01
	Telephone: overhead wires (plot poles on survey)
	
	
	

	17.02
	Lighting precautions and conductors
	
	
	

	17.03
	Steam
	
	
	

	17.04
	Compressed air
	
	
	

	17.05
	Standby electricity engines or batteries
	
	
	

	17.06
	Public address system
	
	
	

	17.07
	Lifts: hydraulic, electric or hand
	
	
	

	17.08
	Refrigeration
	
	
	

	17.09
	Escalators
	
	
	

	17.10
	Pneumatic tubes
	
	
	

	17.11
	Central vacuum
	
	
	

	17.12
	Closed circuit television, etc.
	
	
	


18.
Buildings: Structural defects

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	18.01
	Dry tor and causes
	
	
	

	18.02
	Damp patches and causes
	
	
	

	18.03
	Evidence of rodents, woodworm, beetle (death-watch, Lyctus, etc.), insects
	
	
	

	18.04
	Recent repairs and decorations
	
	
	

	18.05
	Settlement cracks or misshapen openings, skirting or window gaps
	
	
	

	18.06
	Bulges in walls, walls out of plumb
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	18.07
	Sagging roofs
	
	
	

	18.08
	Floors
	
	
	

	18.09
	Deflection on beams, lintels, etc.
	
	
	

	18.10
	Cracks at beam bearings
	
	
	

	18.11
	Smells
	
	
	

	18.12
	Condition of basements
	
	
	


REMARKS:
	PRIVATE 


	

	

	

	


19.
Buildings: Specialist fittings

	PRIVATE 
No.
	Description
	Yes
	 No
	 Comments

	19.01
	Altars, vestment presses, tabernacles
	
	
	

	19.02
	Engine pits, beds, ducts
	
	
	

	19.03
	Fire equipment: sprinklers, foam hydrants, etc., illuminated and other fire signs, hoses, extinguishers, locks, door closes, fire doors
	
	
	

	19.04
	Emergency lighting
	
	
	

	19.05
	Fire escapes
	
	
	

	19.06
	Fire routes
	
	
	

	19.07
	Stair cases
	
	
	


20.
Buildings: reports

The architect or surveyor should carefully define in his report whether or not he was able to see inside the structure of a building. If able to do so, describe exactly how much he was able to see and where. The condition of the rest of the building should not be inferred from the sight of one piece of it. Back up with photographs, and/or drawings/diagrams.

A statement in terms stipulated the indemnity insurance policy, or similar to the following wording should be included at the end of the relevant section of the report, if required:

“It was not possible to make a detailed examination of either the floor or roof construction except at the positions described above, as to do so would have required material damage being done to obtain access. It is, therefore, impossible to make any statement on the condition of the un-examined structure”.

Where applicable, it should be advised to call in a specialist in rot, woodworm, etc., to make a more detailed examination
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OTHER REMARKS:

	PRIVATE 


	

	

	

	

	

	

	NAME................................
DATE.............................





1/4/2004


