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TENANT WORKS PROPOSAL 

PROJECT DETAILS 
	Proposed Location:
	Building #, room # and/or tenancy # 

	Tenant Business Name:
	

	Tenant Key Contact:
	


PROJECT TYPE 
Project Type:		Select (dropdown)     	     
PROJECT SUMMARY
Provide information that describes:
1) The outcome you need which must describe
a. what it will look like 
b. what will it do (Functional Brief).
2) Why it needs to be done / priority.
3) The type and scale of proposed works.  
Mandatory attachments required as needed (refer section 1.10)
Things to include if relevant, number of people, m2, accreditation requirements.
PROJECT SCOPE 
Provide a brief description of the proposed Project Scope (what is included and what is excluded).  Listing the types of trades and their tasks will help do this. Use, add to, or modify the below sample table and dropdown menus to suit. 
	
	SCOPE TABLE
	

	1
	Dilapidation report of the existing premises, to be provided to Curtin Properties
	Select (dropdown)     

	2
	Compliance with Curtin Guidelines
	Select (dropdown)     

	3
	Signed defects completion report issued to Curtin Properties
	Select (dropdown)     

	4
	Accurate project documentation at project completion issued to Curtin Properties, including:
	

	4a)
	As Constructed documentation
	Select (dropdown)     

	4b)
	Certification documentation e.g.  building license, certificate of occupancy…
	Select (dropdown)     

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



PROJECT DELIVERY RESOURCING, COMPANY REGISTRATION AND INDUCTIONS
Will you be contracting the following resources?  Select which resource/s and complete the table below. 
	Select
	
	Who

	☐	Internal Project Manager
	

	☐	External Project Manager
	



	Select
	
	If known

	☐	Architect
	

	☐	Head contractor/builder
	

	☐	Subcontractors
	

	☐	Consultants
	

	☐	Other (provide detail)
	



All contractors will need to be Curtin inducted (Company Registration & Worker Inductions), refer: https://properties.curtin.edu.au/working-with-us/registration-inductions/ 
PERMITS, COMPANY REGISTRATION AND INDUCTIONS
List the Permits you have assessed will be applicable by looking at website to check the different sorts of permits that may be required https://properties.curtin.edu.au/leasing/permits/.
The table below lists some frequently needed permits, but you must update this table relevant to your particular proposal.  Additional Permits outside those listed below may be identified later as required during project works.
· Note: Listing Permits below is not an application or an approval of Permit/s. Permit applications must be submitted via the website link noted above.
	Select
	Key Risk and Permits (examples below)

	☐	Hot Works Permit (welding)

	☐	Isolation Permits for 
· Fire systems 	- Electrical 
· Gas		- Water 

	☐	Working at Heights Permit (think ladders, scaffold)

	☐	Road or car parking bays or delivery bay closures

	☐	Company registration and Worker Inductions

	☐	



SERVICE INFRASTRUCTURE 
Consider if your project works need or ‘touch’ any of the following.
	Select
	Service Infrastructure
	Details of what you think might be needed or affected.

	☐	Electrical
	

	☐	HVAC (air con or heating)
	

	☐	Hydraulic (water, sewer)
	

	☐	Civil (roads, footpaths)
	

	☐	Comms (IT, WIR, phones)
	

	☐	Fire
	

	☐	Traffic or parking
	

	☐	Security (building access)
	

	☐	Structure (new doors, knock out walls etc)
	

	☐	Other
	



TIMING OF PROJECT DELIVERY AND COMPLETION (Programme)
· List your critical dates e.g. planning commences, sending Curtin designs or specifications, construction, practical completion, occupancy, trading etc. 

· Curtin has minimum time requirements that will affect your project which are indicated in the table below.  
· Approval timing is indicative and will be affected by the time of year you hope to do your works, internal resourcing, the scale of your project, and the quality of your information.   
	
	Approval timing

	Design
	min 10-20 Business Days for each relevant approval of design

	Curtin Permits
	min 10-20 Business Days for each Permit

	Construction
	Subject to Company Registration, Inductions and Permits all completed and approved

	Practical Completion 
	min 5 Business Days for Landlord 



· Pending approval of this Project, and prior to permit submissions and works commencing, Curtin will require a programme to be submitted for approval. The Programme is required in order to identify adequate timings for permit approvals have been considered within the project programme. As such please make clear in the programme what and when permits will be submitted.

[bookmark: _Ref174368207][bookmark: MandatoryAttachments]CAMPUS IMPACTS 
Complete the table below to:
· identify potential impacts on Curtin’s campus, on people (e.g. students or visitors), on other projects or businesses.
· identify proposed mitigation strategies 
(Italics below are examples and can be deleted)
	Project Component
	Impact
	Detail

	Exclusion zone for hot works
	Block off neighbouring business’s doors
	Consult with neighbour to advise and agree suitable timing

	Hammer drilling during demolition
	Loud noise that will affect (e.g. exams, people sleeping, people working etc)
	Issue comms min 2 weeks before commencing works
Reschedule programme as needed

	Deliveries
	Block disabled access
	Change delivery location or
Get approval for short duration from CU responsible officer

	
	

	
	
	

	
	
	

	
	
	



KEY STAKEHOLDERS 
· List below the stakeholders that:
· have or will approve your project
· you have or will consult because they will influence the outcome
· have provided you with information that have helped you submit this proposal.
	Stakeholder Name
	Position 
	Email 
	Level of Engagement

	
	
	
	Select
	
	
	
	Select
	
	
	
	Select
	
	
	
	Select
	
	
	
	Select
	
	
	
	Select
	
	
	
	Select
	
	
	
	Select


MANDATORY ATTACHMENTS
	Document
	Select Relevant

	Site Plan and/or Premises Plan – location, access routes, laydown areas, exclusion zones.
	☐
	Drawings/images/sketches/specifications you have that improves understanding of your project proposal, scope, impact and risk.
	☐
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  Title:   Project Proposal        Page  1   of  2         TENANT WORKS   PROPOSAL      1   PROJECT DETAILS    

Proposed Location:  Building #, room # and/or tenancy #   

Tenant  Business  Name:   

Tenant Key Contact:   

1.1   PROJECT TYPE    Project Type :     Select (dropdown)                 1.2   PROJECT  SUMMARY   Provide information that describes :   1)   The outcome  you need which must describe   a.   what it will look like    b.   what will   it   do  (Functional Brief) .   2)   Why it needs to be done   / priority .   3)   The  type and scale of  proposed works .       Mandatory  attachments   required   as needed (ref er   section  1.1 0 )   Things to  include   if relevant,  number of people, m2, accreditation   requirements.   1.3   PROJECT  SCOPE     Provide a brief description of the proposed Project  Scope   (what is included and what is excluded).  Listing  the types of  trades and their tasks will help do this.   Use ,  add to , or modify   the  below  sample table and  dropdown menu s   to suit .    

 SCOPE  TA BLE   

1  Dilapidation report of the existing premises, to be provided to Curtin Properties  Select (dropdown)        

2  Compliance with Curtin Guidelines  Select (dropdown)        

3  Signed defects completion report issued to Curtin Properties  Select (dropdown)        

4  Accurate project documentation at project completion issued to Curtin Properties, including:   

4a)  As Constructed documentation  Select (dropdown)        

4b)  Certification documentation   e.g.   building license, certificate of occupancy…  Select (dropdown)        

   

   

   

   

   

  1.4   PROJECT  DELIVERY  RESOURCING , COMPANY REGISTRATION AND INDUCTIONS   Will you be  contracting   the following resources?    Select which resource/s and  complete the table below.   

Select   Who  

☐  Internal   Project Manager   

☐  External   Project Manager   

 

Select   If known  

☐  Architect   

☐  Head contractor /builder   

☐  Subcontractors   

☐  Consultant s   

☐  Other  (provide detail)   

  All contractors will need to be Curtin inducted (Company Registration & Worker Inductions), refer:  https://properties.curtin.edu.au/working - with - us/registration - inductions/    

