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ESTATE MAINTENANCE PROJECT START-UP GUIDE
PURPOSE OF BRIEF: This brief is a short guide developed to assist CMS Project Managers to develop their own checklist to conduct a project start-up prior to commencement of the works.  It is not complete and CMS Project Managers must tailor to suit each Project.
1.
Stakeholders to attend 

a.
The following stakeholders should attend.

· Customer;
· DSG Program Manager;
· CMS Contractor and the subcontractor/contractors who will deliver the project;
· Base Services Representative;
· Technical Authorities (if required);
· Environmental Manager (if required);
· Statutory authorities (Electricity, Local Council, AGL etc); and
· Other interested parties (including representatives of any community groups and representatives from neighbouring units).
2.
Topics to Cover

a.
At the meeting the following topics would normally be covered.

· A précis of the scope of the works to be undertaken;

· Site access and security measures (should include a brief on Safebase);

· Environmental requirements;

· Planned disruptions to base services (if necessary);

· Safety requirements both site and base requirements Ie passing marching troops;
· Risk management assessment and mitigation systems for project delivery; and
· Confirmation of project program timeframe (ie start / completion).
3.
Information supplied

· Environmental Clearance Certificate issued;
· Security clearances/passes are obtained - as required;
· Security corridor for access to the site (Traffic access plan);
· Base Induction for Sub Contractors staff (base hazards/OHS) (where appropriate);
· Develop appropriate management plans coordinating with Base Services.(traffic, environment);
· Preparation of method of works plan with base operations\sponsor (where appropriate);
· Sub Contractor is aware of the process for payment of invoices rendered and the need for invoices to be tendered in a timely manner;
· How variations will be managed;
· How disputes will be managed;
· Copies of insurances and contract securities (bank guarantees); and/or
· Erection of signage.
4.
The Project Manager is to ensure that the minutes of the proceeding are taken and are concise.
