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[bookmark: _Toc29024160][bookmark: _Toc29024451][bookmark: _Toc29028486][bookmark: _Toc32823465][bookmark: _Toc262056322][bookmark: _Toc130279196][bookmark: _Toc29024161][bookmark: _Toc29024452][bookmark: _Toc29028488][bookmark: _Toc32823466][bookmark: _Toc262056271]
Stakeholder Analysis Template

	[bookmark: _Toc130279197]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279198]Date: 

	Project Stakeholder
	Specific Information Needs
	Best Source of Information Needed
	Planned Method of Delivery
	Timing Considerations

	Project Manager
	Progress updates, risk reports
	Risk register, progress reports
	Meetings, emails
	Weekly

	Customer #1
	Milestones achieved, quality standards
	Progress reports
	Written reports, meetings
	Monthly or as requested

	Customer #2
		Design and construction updates
	Progress reports, design documents
	Meetings, emails
	Monthly

	Customer #3
	Compliance with agreed specifications
	Compliance and progress updates
	Written reports
	As required

	Performing Organisation
	Budget adherence, project performance
	Financial and progress documentation
	Internal reports
	Monthly

	Project Team Members
	Task responsibilities, deadlines
	Project plans, schedules
	Emails, meetings
	Weekly

	Sponsor
		Overall progress, financial updates
	Financial and project status reports
	Presentations, written updates
	Quarterly

	Senior Executive
	High-level project performance overview
	Executive summaries
	Presentations, emails
	Quarterly or as required

	Other Internal Stakeholders
	Operational impact, resource needs
	Internal project updates
	Internal meetings, reports
	As required

	Other External Stakeholders
	Compliance with local regulations
	Compliance and progress documentation
	Written reports
	As required


[bookmark: _Toc130279199]Communications Plan Template

	[bookmark: _Toc130279200]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279201]Date: 

	Key Stakeholders (Distribution Schedule)
	Stakeholder Issues
	Key Messages to Communicate
	Communication Methods to be Used
(written, one-on-one, electronic, meetings, etc.)
	Description of Specific Communications (content, format, level of detail, etc.)
	Timing Issues
(see also Bar Chart, Project Schedule)
	Other

	Client
	Budget, design changes, smart tech integration
	Milestone achievements, budget status
	Written reports, meetings
	High-level progress reports, updated drawings
	Bi-weekly or as requested
	

	Senior Management
	Strategic alignment, risk exposure
	Project status, risk register summary
	Presentations, executive summaries
	Dashboard updates, risk summaries
	Monthly or as required
	

	Sponsor
	ROI, financial performance
	Budget adherence, milestone achievements
	Written updates, presentations
	Financial reports, milestone tracking
	Quarterly
	

	Project team members
	Task assignments, deadlines, risks
	Task responsibilities, schedule updates
	Meetings, emails
		Weekly task lists, risk logs, action items
	Weekly
	

	Employees
	Safety, work schedules
	
WHS protocols, daily tasks

	Toolbox talks, emails
	Safety briefings, daily work plans
	Daily
	

	Subcontractors
	Task coordination, safety compliance
	Work schedules, site access
	One-on-one, written
	Task checklists, safety briefings
	Daily
	

	Suppliers
	
Delivery timelines, material specs

	Delivery schedules, product requirements
	Emails, phone calls
	Delivery plans, material specifications
	As required
	

	Unions
	Workplace safety, compliance
	WHS compliance
	   Written reports
		Safety adherence reports, compliance updates
	As required
	

	Government Agencies
	Regulatory compliance
	Permit status, inspection results
	Written reports, meetings
	Compliance documentation, inspection reports
	As required
	

	News Media
	Noise, traffic, environmental impact
	Construction schedule, mitigation measures
	Noticeboards, community meeting
	Compliance documentation, inspection reports
	As required
	

	Community
	Zoning, building code compliance
	Permit applications, compliance updates
	Written reports, meetings
	Compliance documentation, inspection reports
	As required
	

	Other
	
	
	
	
	
	


[bookmark: _Toc262056272][bookmark: _Toc130279202]Communication Requirements Analysis Worksheet

	[bookmark: _Toc130279203]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279204]Date: 

	General Area of Communication Need
	Information Needed, and for Whom?
	Optimum Information
Format(s)
	How is this communication essential to success of project?
	Decision to implement
Yes/No

	Project Organisation Relationships
	Roles, responsibilities, reporting lines for project team (builders, consultants, engineers)
	Org charts, contact lists, project briefs
	Ensures clarity in task ownership and accountability
	Yes

	Stakeholder Responsibility Relationships
	Expectations, deliverables, and timelines for stakeholders (client, sponsor, council)
	Stakeholder matrix, Gantt charts, meeting minutes
	Aligns stakeholder expectations and reduces conflict
	Yes

	Sponsor Relationships
	Funding sources, budget approvals, sponsor expectations
	Budget reports, sponsor updates, formal agreements
	Maintains financial control and sponsor confidence
	Yes

	Senior Executive Relationships
	Oversight, strategic alignment, risk management
	Executive summaries, dashboards, risk registers
	Ensures project aligns with broader organisational goals
	Yes

	Disciplines, Departments, Specialties, etc.
	Coordination between trades (electrical, structural, HVAC, smart tech) and consultants
	Technical drawings, scopes of work, coordination meetings
	Prevents clashes and ensures compliance with NCC and smart building standards
	Yes

	Logistics of Project Staffing by Location
	Site access, staff schedules, safety protocols
	Site maps, rosters, WHS documentation
	Ensures safe and efficient site operations
	Yes

	External: Media
	Project milestones, community impact, promotional updates
	Press releases, social media posts, newsletters
	Builds public trust and transparency
	No (unless public interest is high)

	External: Community
	Noise, traffic, environmental impact, construction schedule
	Community notices, signage, council updates
	Maintains good neighbour relations and avoids complaints
	Yes

	External: Government, Regulatory Agencies
	Compliance with Building Regulation 2021, NCC, QDC, QBCC licensing
	Formal submissions, inspection reports, certificates
	Ensures legal compliance and avoids penalties
	Yes

	Other
	Insurance, sustainability, fire safety, smart tech integration
	Policy documents, certificates, environmental reports
	Protects project viability and ensures resilience and innovation
	Yes


[bookmark: _Toc29024186][bookmark: _Toc29024477][bookmark: _Toc29028536][bookmark: _Toc32823493][bookmark: _Toc262056273][bookmark: _Toc130279205]Contract Change Control System Checklist and Worksheet

	[bookmark: _Toc130279206]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279207]Date: 

	Determine those responsible for approving or rejecting proposed contract changes: Be sure to provide for appropriate review of all changes. 
Project Director – Final authority on scope and budget changes
Contracts Administrator – Reviews documentation and compliance
Site Supervisor – Approves minor site-related changes
Client Representative – Required for changes affecting design or cost
Legal/Contracts Team – Reviews contractual implications

	Define any types of changes qualifying for automatic approval without review: 
Minor material substitutions of equal or better quality
Adjustments to delivery dates within a 3-day window
Administrative corrections (e.g., typos, formatting)

	Define steps by which contracts may be changed, including: 

	Paperwork
Change Request Form submitted by contractor or consultant
Supporting documentation (drawings, cost estimates, impact analysis)

	Tracking systems
Logged in project management software (e.g., Procore or Buildertrend)
Unique change ID assigned for traceability

	Dispute resolution procedures
Initial review by Contracts Administrator
Escalation to Project Director and Legal if unresolved
Mediation clause invoked if necessary

	Approval levels required
<$5,000: Site Supervisor
$5,000–$20,000: Contracts Administrator
$20,000 or design-impacting: Project Director and Client Representative

	Describe how contract changes will be integrated with the project's integrated change control system:
All approved changes are updated in the master contract and project schedule
Budget adjustments reflected in financial tracking tools
Notifications sent to all affected stakeholders
Change log maintained for audit and review

	Additional Remarks: 


	Submitted 
	Name/Title: AH - CA
	Date: 11/8/25

	Approval 
	Name/Title: JP - CM
	Date: 11/8/25


[bookmark: _Toc29024187][bookmark: _Toc29024478][bookmark: _Toc29028538][bookmark: _Toc32823494][bookmark: _Toc262056274][bookmark: _Toc130279209]
Contract Performance Report Template

	[bookmark: _Toc130279210]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279211]Date: 

	[bookmark: _Toc130279212]Status of Vendor Performance, relative to project/contract objectives: 

	[bookmark: _Toc130279213]Scope (On Scope? If not, how serious)

On scope. All deliverables are aligned with the original contract. Minor adjustments (e.g., prefabricated panel substitutions) have been approved and documented.

	[bookmark: _Toc130279214]Schedule (On schedule? Ahead or behind by how much, etc.)

Slightly behind schedule by approximately 3 working days due to delays in steel framing delivery. Recovery plan in place with adjusted work sequencing.

	[bookmark: _Toc130279215]Cost (On budget? Under or over by how much, etc.)

On budget. Current expenditure is within 1.5% of projected costs. Contingency fund remains available.

	[bookmark: _Toc130279216]Quality

Meets quality standards. All inspections passed to date (foundation, steel framing, concrete slab). Prefabricated components meet specifications.

	[bookmark: _Toc130279217]Progress Report (What is completed, what is in process, key changes made, etc.):

Completed: Site preparation, foundation pour, steel framing
In Process: Installation of prefabricated wall panels, electrical rough-in
Key Changes: Substitution of prefabricated panel supplier due to availability; approved by client and documented

	Forecasting (Estimate of future project status and progress):
Project expected to recover schedule within 2 weeks
No major risks identified at this stage
Next milestones: Lock-up stage by early September, smart tech installation by mid-September

	Other Issues or Comments:
No community complaints received
Council inspections proceeding on schedule
Vendor communication has been proactive and responsive

	Submitted 
	Name/Title: AH - CA
	Date: 11/8/25

	Approved 
	Name/Title: JP – PD
	Date: 11/8/25


[bookmark: _Toc262056282]

[bookmark: _Toc130279218]Generic Change Request Template

	Project Name: 

	Prepared by: 

	Date: 

	Person(s) Requesting Change: 
Client Rep

	Change Number: CR-001

	Type of Change Requested: 

		Project Scope Change 
		Project Budget Change 
		Project Schedule Change


		Project Procurement/Contract Change 
		Other (specify) 

	[bookmark: _Toc130279219]Detailed Description of Change: 

Request to incorporate an additional smart meeting room on the ground floor, equipped with video conferencing, automated lighting, and climate control.

	[bookmark: _Toc130279220]Reason for Change Requested: 

The client has revised their operational requirements and now anticipates a higher frequency of remote meetings. The additional smart meeting room will support hybrid work arrangements and improve collaboration.


	

	[bookmark: _Toc130279221]Effect on Project Cost: 

	 Projected Cost Overrun of approximately:     6.5 %

	 Estimated Cost Reduction of approximately:      %

	[bookmark: _Toc130279222]Effect on Schedule: 

	 Planned Project Completion Date: 15/11/25

	 New Project Completion Date: 29/11/25

	Additional Remarks: 

This change aligns with the client's long-term operational goals and enhances the building’s marketability by integrating advanced smart office features. While it introduces a moderate cost and time impact, the benefits in functionality and future-proofing are considered worthwhile. Risk mitigation strategies will include early procurement of smart tech components and proactive coordination with council for approvals.

	Approval 
	Project Manager: RW
	Date: 11/8/25

	Approval 
	(Other): 
	Date: 


[bookmark: _Toc29024191][bookmark: _Toc29024482][bookmark: _Toc29028546][bookmark: _Toc32823498][bookmark: _Toc261872670][bookmark: _Toc262056283][bookmark: _Toc130279223]
Lessons Learned Documentation Template

	[bookmark: _Toc130279224]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279225]Date: 

	Lesson Learned Number: LL-001

	Lesson Learned Proposed Name: Early Engagement of Smart Technology Suppliers

	Project Team Role: Assistant Contracts Administrator

	Process Group:*
		Initiating
		Planning
		Executing
		Controlling
		Closing

	Specific Project Management Process Being Used:  Change Control Management

	Specific Practice, Tool or Technique Being Used: Change Request Evaluation and Impact Assessment

	What was the action undertaken? A change request was submitted to add a smart meeting room with advanced technology features during the construction phase.

	What was the result? The change was approved, but it caused a 2-week delay and a 6.5% cost overrun due to late procurement and design revisions.

	What might have been a more preferred result: Minimal or no delay and cost impact, with smoother integration of smart technologies.

	What might have created the more preferred result? Early consultation with smart technology suppliers during the planning phase and inclusion of flexible design provisions.

	What is the specific Lesson Learned? Engaging smart technology suppliers early in the planning phase helps avoid delays and cost overruns when integrating advanced systems later in the project.

	How could one identify a similar situation in the future? When a project includes evolving client requirements or emerging technologies not fully scoped at initiation.

	What behaviour is recommended for the future? Include provisional allowances and consult with tech suppliers during early design stages to anticipate future changes.

	Where and how can this knowledge be used later in this current project? In upcoming procurement and fit-out stages, to ensure timely coordination with suppliers and subcontractors.

	Where and how can this knowledge be used in a future project? During the planning phase of future commercial builds involving smart systems, to improve scope definition and supplier engagement.

	Who should be informed about this Lesson Learned: (check one)

	
		Executive(s)
		Project Manager(s)
		Project Team(s)
		All Staff

	
		Other: 

	How should this Lesson Learned be disseminated? (check all that apply)

	
		e-mail 
		Intranet/Web site
		Tip Sheet/FAQ
		Library

	
		Other: 

	Have you attached reference(s), example(s) and/or additional material(s)?
		yes
		no

	Name(s) of attachment(s): 
1. CR-001 Change Request Form (hypothetically attached – would be if it wasn’t a simulation)
2. Updated Project Schedule (Rev 3) (hypothetically attached – would be if it wasn’t a simulation)






[bookmark: _Toc262056289][bookmark: _Toc130279226]Project Change Control System Development Checklist and Worksheet

	[bookmark: _Toc130279227]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279228]Date: 

	Determine those responsible for approving or rejecting proposed project changes:
Be sure to provide for appropriate review of all changes.
Project Director
Client Representative
Commercial Manager
Contracts Administrator
Design Consultant (for technical changes)
Finance Officer (for budget-related changes)
All changes must be reviewed and approved by the Project Director, Client Representative, and Commercial Manager. Technical, financial, and contractual changes require additional review by relevant specialists.

	Define Roles and Responsibilities of approving person or body:
Project Director: Reviews all change requests, assesses impact, coordinates implementation, and ensures alignment with overall project objectives.
Client Representative: Approves changes that affect scope, budget, or client requirements.
Commercial Manager: Reviews contractual obligations, commercial risks, and ensures alignment with procurement and financial strategy.
Contracts Administrator: Ensures contractual compliance and updates documentation.
Design Consultant: Evaluates feasibility and design implications.
Finance Officer: Assesses cost impact and budget alignment.


	Get key stakeholder agreement on roles and responsibilities (list stakeholders):
Project Director
Client Representative
Commercial Manager
Contracts Administrator
Design Consultant
Finance Officer
Senior Manager (for escalation if needed)


	Define any types of changes qualifying for automatic approval without review: 
Minor adjustments to internal layout that do not affect structural elements, cost, or schedule
Substitutions of materials with equivalent specifications and cost
Administrative updates (e.g., contact details, document formatting)


	Define steps by which contracts may be changed, including:

	Paperwork
Submit formal Change Request Form (CRF)
Include impact assessment and justification
Attach revised drawings or specifications if applicable

	Tracking Systems
Log change in Change Control Register
Update project schedule and budget tracking tools
Maintain version control of documents

	Dispute Resolution procedures
Refer to contract clauses for dispute resolution
Escalate unresolved issues to senior management or legal advisor
Document all communications and decisions

	Approval levels required
Changes under $5,000: Project Director
Changes $5,000–$20,000: Project Director + Client Representative
Changes over $20,000 or affecting scope/schedule: Full stakeholder review including Commercial Manager

	Describe how contract changes will be integrated with the project's integrated change control system:
All approved contract changes will be:

Logged in the central Change Control Register
Reflected in updated project plans, budgets, and schedules
Communicated to all affected team members and subcontractors
Reviewed during regular project meetings
Included in project documentation and lessons learned records



[bookmark: _Toc29024181][bookmark: _Toc29024472][bookmark: _Toc29028526][bookmark: _Toc32823488][bookmark: _Toc262056290][bookmark: _Toc130279229]
Project Change Request Tracking Report
	Project Name: 

	Prepared by: 

	[bookmark: _Toc130279230]Date: 

	Project Manager: RW

	Project Change Request Administrator: Contracts Administrator

	Change Number
	[bookmark: _Toc29006083]Change Name
	Change Requestor
	Status of Change
	Comments

	1
	Addition of Smart Meeting Room
	Client Rep
	
Approved

	1. Reviewed and approved by Project Director, Client Rep, and Commercial Manager.

	
	
	
	
	2. 

	2
	Substitution of Flooring Material
	Site Supervisor
	Approved
	1. Material meets spec and cost; no impact on schedule.

	
	
	
	
	2. 

	3
	Relocation of Electrical Panel
	Electrical Subcontractor
	
Under Review

	1. Requires design consultant input and cost assessment.

	
	
	
	
	2. 

	4
	Extension of Landscaping Scope
	Client Rep
	Rejected
	1. Outside original scope and budget; not aligned with project objectives.

	
	
	
	
	2. 

	5
	Upgrade to Solar Panel System
	Sustainability Consultant
	
Approved

	1. Approved with minor cost increase; aligns with green building goals.

	
	
	
	
	2. 


[bookmark: _Toc32823484][bookmark: _Toc29024196][bookmark: _Toc29024487][bookmark: _Toc29028556][bookmark: _Toc32823503][bookmark: _Toc261872676][bookmark: _Toc262056298][bookmark: _Toc130279231]
Project Status Review Meeting Guideline Sheet
	[bookmark: _Toc130279232]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279233]Date: 

	[bookmark: _Toc130279234]Meeting Participants: Project Director
Client Representative
Commercial Manager
Contracts Administrator
Site Supervisor
Design Consultant
Finance Officer

	[bookmark: _Toc130279235]Date of Meeting: 8/8/25

	[bookmark: _Toc130279236]Status of Project Work to Date, Including Progress Reported This Period: 

	
Structural steel framing completed
Concrete slabs poured for all floors
Prefabricated wall panels delivered and installation underway
Electrical and plumbing rough-ins commenced
Smart technology supplier engaged for system integration planning

	[bookmark: _Toc130279237]Special Problems or Issues to be Addressed: 

	Issue: 
	Who Will Address: 

	Delay in smart meeting room design approval
	Design Consultant

	Procurement delay for smart lighting system
	Commercial Manager

	Clarification on revised landscaping scope
	Client Representative

	Budget adjustment for solar panel upgrade
	

	[bookmark: _Toc130279238]Plans For Next Period: 

Complete installation of prefabricated panels
Begin internal fit-out and ceiling grid installation
Finalise smart meeting room design and commence installation
Submit updated project schedule and budget for review
Conduct mid-project quality assurance inspection

	[bookmark: _Toc130279239]Other Notes and Concerns:

Weather delays have been minimal and within contingency
Stakeholder communication remains strong
Risk register to be updated with new smart tech integration risks
Next review meeting scheduled for 26 August 2025

	Status Report Forwarded to: Commerical Manager and Project Director

	[bookmark: _Toc130279240]Name: Jaime P
	[bookmark: _Toc130279241]Title: Commercial Manager
	[bookmark: _Toc130279242]Date: 8/8/25 

	[bookmark: _Toc130279243]Name: Justin P
	[bookmark: _Toc130279244]Title: Project Director
	[bookmark: _Toc130279245]Date: 8/8/25

	[bookmark: _Toc130279246]Name: 
	[bookmark: _Toc130279247]Title: 
	[bookmark: _Toc130279248]Date: 


[bookmark: _Toc29024171][bookmark: _Toc29024462][bookmark: _Toc29028504][bookmark: _Toc32823476][bookmark: _Toc262056299][bookmark: _Toc130279249]
Project Risk Prioritisation Worksheet/Template
	[bookmark: _Toc130279250]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279251]Date: 



[bookmark: _Toc130279252]By Rank:
	Identified Risk
	Low Risk
(Check √)
	Medium Risk
(Check √)
	High Risk
(Check √)
	Work Breakdown Structure Level

	Delay in smart technology procurement
	
	
	
	

	Weather-related construction delays
	
	
	
	

	Design changes requested late by client
	
	
	
	

	Safety incident on site
	
	
	
	



[bookmark: _Toc130279253]
By Required Response:
	Identified Risk
	Can Be Handled Later
(specify planned response)
	Requires Immediate Response!
(specify planned actions and who is assigned responsibility)

	Delay in council approvals
	
	
Expedite submission and follow-up; Design Consultant to lead


	Budget overrun due to material cost fluctuations
	Monitor market trends and adjust contingency
	

	Miscommunication between subcontractors
	Improve coordination in weekly meetings
	



[bookmark: _Toc130279254]By Area of Expected Impact:
	Area of Impact
	Identified Risks affecting this area
	Level of Risk: High, Medium, Low
	Basis for High-Risk Assessments

	Cost
	Budget overrun, smart tech delays
	Medium
	
Smart tech integration adds cost; material prices fluctuate


	Schedule
	Council approval delays, procurement delays
	High
	Delays could push completion beyond contractual deadline

	Functionality
	Late design changes, smart tech issues
	Medium
	Changes may affect layout and system integration

	Quality
	Safety incidents, incomplete documentation
	High
	Safety risks and poor documentation can compromise build quality and compliance



[bookmark: _Toc29024163][bookmark: _Toc29024454][bookmark: _Toc29028492][bookmark: _Toc32823468][bookmark: _Toc262056300][bookmark: _Toc130279255]
Project Risk Categorisation Worksheet
	[bookmark: _Toc130279256]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279257]Date: 

	NOTE: List all identified project risks within each category. Retain this information for reference throughout the risk management process:

	Technical, quality, or performance risks—such as reliance on unproven or complex technology, unrealistic performance goals, changes to the technology used or to industry standards during the project.
· Integration of smart office technologies with existing systems
· Use of prefabricated materials requiring precise installation tolerances
· Potential incompatibility between smart lighting and HVAC automation systems
· Changes in industry standards for energy efficiency during construction
· Reliance on new subcontractors for smart tech installation



	Project-management risks—such as poor allocation of time and resources, inadequate quality of the project plan, poor use of project management disciplines.
· Inadequate time allocated for council approvals
· Poor coordination between subcontractors and suppliers
· Delays in finalising design changes requested by the client
· Incomplete documentation for contract variations
· Underestimation of time required for smart system commissioning



	Organisational risks—such as cost, time, and scope objectives that are internally inconsistent, lack of prioritisation of projects, inadequacy or interruption of funding, and resource conflicts with other projects in the organisation.

· Conflicting priorities between client departments (e.g., IT vs. Facilities)
· Limited availability of internal resources for decision-making
· Budget constraints affecting scope flexibility
· Delayed internal approvals for change requests
· Resource conflicts with other concurrent projects


	External risks—such as shifting legal or regulatory environment, labour issues, changing owner priorities, country risk, and weather. Force majeure risks such as earthquakes, floods, and civil unrest generally require disaster recovery actions rather than risk management.
· Delays in council approvals due to regulatory backlog
· Weather-related disruptions (e.g., heavy rain affecting slab pours)
· Shifting client priorities due to market conditions
· Supply chain disruptions for imported smart tech components
· Labour shortages or industrial action affecting subcontractors





[bookmark: _Toc29024206][bookmark: _Toc29024497][bookmark: _Toc29028576][bookmark: _Toc32823512][bookmark: _Toc262056301][bookmark: _Toc130279258]
Project Risk Review Matrix
	[bookmark: _Toc130279259]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279260]Date: 

	Meeting Date: 11/8/25

	Purpose of Meeting: To review current project risks, assess any changes in risk status, and update mitigation strategies.

	CHANGES IN RISK FACTORS: Notes

	Identified Risk
	Changes in Probability Of Occurrence
	Changes in Priority
	Changes in Ownership/ Responsibility
	Changes in Needed Response

	Smart tech procurement delays
	Increased due to supplier backlog
	Raised to High
	
Commercial Manager

	Escalate supplier engagement and explore alternate vendors

	Weather-related delays
	Decreased due to improved forecast
	Lowered to Low
	
Site Supervisor

	
Continue monitoring; no immediate action needed


	Council approval delays
	
No change

	Remains Medium
	Design Consultant
	Maintain regular follow-ups with council

	Safety incident on site
	
No change

	Remains High
	Site Supervisor
	Reinforce safety training and conduct site audits

	Budget overrun from material costs
	Increased due to market volatility
	Raised to Medium
	Finance Officer
	
Review contingency allocation and update cost forecasts


	Miscommunication between subcontractors
	Decreased due to improved coordination
	Lowered to Low
	Project Director
	
Maintain weekly coordination meetings


	[bookmark: _Toc130279261]Additional Notes/Comments/Agreements/Next Steps: 
Commercial Manager to provide updated procurement timeline for smart systems by next meeting
Design Consultant to submit revised landscaping plan for client review
Finance Officer to prepare updated budget forecast reflecting recent material cost trends
Next risk review meeting scheduled for 26 August 2025
Risk register to be updated and redistributed to all stakeholders




[bookmark: _Toc29024208][bookmark: _Toc29024499][bookmark: _Toc29028580][bookmark: _Toc32823514][bookmark: _Toc261872672][bookmark: _Toc262056291][bookmark: _Toc130279262]
Project Change Request Template
	[bookmark: _Toc130279263]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279264]Date: 

	[bookmark: _Toc130279265]Changes are being made to the following: 

		Project Charter
		Project Management Approach

		Scope Statement
		Work Breakdown Structure

		Performance Measurement Baselines
		Major Milestones and Target Dates

		Key Staff
		Risk Management Plan

		Scope Management Plan
		Schedule Management Plan

		Cost Management Plan
		Quality Management Plan

		Staffing Management Plan
		Communications Management Plan

		Risk Response Plan
		Procurement Management Plan

	Changes to Supporting Detail? (explain):
Updated architectural drawings, revised procurement schedule, and adjusted budget forecast to reflect the addition of smart meeting room and solar panel upgrade.

	Description of Changes being made:
1. 
Addition of Smart Meeting Room
Risk Issues Prompting Changes: Client requested enhanced remote collaboration capabilities.
Corrective Action: Design revised to include smart tech; procurement and installation scheduled; budget adjusted.

	2.
Upgrade to Solar Panel System
Risk Issues Prompting Changes: Sustainability consultant identified opportunity for improved energy efficiency.
Corrective Action: Specification updated; procurement initiated; minor cost increase approved.

	3.
Adjustment to Project Schedule
Risk Issues Prompting Changes: Delays in smart tech procurement and council approvals.
Corrective Action: Milestones revised; contingency time reallocated; stakeholders notified.

	Stakeholders being notified: 

	Name/Title: Jaime P
	Signature: JP
	Date: 11/8/25

	Name/Title: Justin P
	Signature: JP
	Date: 11/8/25


[bookmark: _Toc29024168][bookmark: _Toc29024459][bookmark: _Toc29028500][bookmark: _Toc33935867][bookmark: _Toc262056308][bookmark: _Toc130279266]
Rating Impacts for a Risk
	[bookmark: _Toc130279267]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279268]Date: 

	Evaluating Impact of a Risk on Major Project Objectives
(ordinal scale or cardinal, non-linear scale)

	Project Objective
	Very Low 
.05
	Low
.1
	Moderate
.2
	High
.4
	Very High
.8

	Cost
	Insignificant Cost Increase
	<5% Cost Increase
	5–10% Cost Increase
	10–20% Cost Increase
	>20% Cost Increase

	Schedule
	Insignificant Schedule Slippage
	Schedule Slippage <5%
	Overall Project Slippage 
5–10%
	Overall Project Slippage 
10–20%
	Overall Project Schedule Slips >20%

	Scope
	Scope Decrease Barely Noticeable
	Minor Areas of Scope Are Affected
	Major Areas of Scope Are Affected
	Scope Reduction Unacceptable to the Client
	Project End Item Is Effectively Useless

	Quality
	Quality Degradation Barely Noticeable
	Only Very Demanding Applications Are Affected
	Quality Reduction Requires Client Approval
	Quality Reduction Unacceptable to the Client
	Project End Item Is Effectively Unusable



The impacts on project objectives can be assessed on a scale from Very Low to Very High or on a numerical scale.
The numerical (cardinal) scale shown here is non-linear, indicating that the organization wishes specifically
to avoid risks with high and very-high impact.
[bookmark: _Toc29024164][bookmark: _Toc29024455][bookmark: _Toc29028494][bookmark: _Toc32823469][bookmark: _Toc262056309][bookmark: _Toc130279269]
Risk Brainstorming Session Worksheet
	[bookmark: _Toc130279270]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279271]Date: 

	[bookmark: _Toc130279272]Session Facilitator: Scott C

	Title/Position: Site Manager

	[bookmark: _Toc130279273]Participating Group: 
Project Team – including representatives from design, contracts, commercial, site supervision, and finance

	[bookmark: _Toc130279274]Location: 

	Identified Risk
	Probability of Occurrence
	Potential Impact
	Proposed Actions
	Identified by Whom?

	Delay in smart tech procurement
	High
	
High – schedule and cost

	Engage alternate suppliers; expedite procurement
	Commercial Manager

	Council approval delays
	Medium
	Medium – schedule
	
Submit early and follow up regularly

	Design Consultant

	Safety incident on site
	Medium
	
High – quality and compliance

	Conduct refresher training and audits
	Site Supervisor

	Budget overrun due to material cost
	Medium
	Medium – cost
	Monitor market trends; adjust contingency
	Finance Officer

	Late client design changes
	Medium
	
Moderate – scope and schedule

	Implement scope freeze; improve client communication
	Project Director

	Miscommunication between subcontractors
	Low
	Low – coordination
	Weekly coordination meetings and shared documentation
	Contracts Administrator

	Weather-related delays
	Low
	Low – schedule
	Monitor forecasts and adjust buffers
	Site Supervisor


[bookmark: _Toc29024165][bookmark: _Toc29024456][bookmark: _Toc29028495][bookmark: _Toc32823470][bookmark: _Toc262056310][bookmark: _Toc130279275]
Risk Identification – SWOT Analysis
	[bookmark: _Toc130279276]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279277]Date: 

	Project Manager: Rob W

	SWOT Analysis Facilitator: Justin P – Project Director

	SWOT Analysis Participants: 
Project Team – Design Consultant, Commercial Manager, Site Supervisor, Finance Officer, Contracts Administrator

	SWOT Analysis Recorder: Contracts Administrator

	Date of SWOT Analysis: 11/8/25

	

	Project Strengths: (What potential strengths exist about the project, the project team, the sponsor, the organisation structure, the client, the project schedule, the project budget, the product of the project, etc.?)
1. Use of prefabricated materials to reduce construction time and improve quality
2. Strong collaboration between project team members and stakeholders
3. Clear client vision and commitment to smart office technologies
4. Experienced subcontractors and consultants engaged
5. Well-defined project scope and schedule with contingency allowances


	Project Weaknesses: (What potential weaknesses exist about the project, the project team, the sponsor, the organisation structure, the client, the project schedule, the project budget, the product of the project, etc.?)
1. Late-stage design changes requested by client impacting schedule
2. Limited flexibility in budget for unexpected scope additions
3. Dependence on external suppliers for smart technology components
4. Tight approval timelines for council and regulatory bodies
5. Documentation gaps in variation tracking and change control





	Project Opportunities: (What potential opportunities exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?)
1. Integration of smart technologies enhances building functionality and market appeal
2. Use of prefabricated materials allows faster construction and reduced labour costs
3. Potential for future expansion or modular upgrades due to flexible design
4. Strong stakeholder engagement supports collaborative problem-solving
5. Sustainability features (e.g., solar panels) may qualify for government incentives or certifications


	Project Threats: (What potential threats exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?)
1. Delays in council approvals could impact schedule and handover
2. Supply chain disruptions for smart tech components may affect installation timelines
3. Budget constraints could limit flexibility in responding to client changes
4. Safety incidents on site could lead to work stoppages or reputational damage
5. Weather-related disruptions may affect critical construction phases like slab pouring




[bookmark: _Toc29024162][bookmark: _Toc29024453][bookmark: _Toc29028490][bookmark: _Toc32823467][bookmark: _Toc262056311][bookmark: _Toc130279278]
Risk Management Plan Template
	[bookmark: _Toc130279279]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279280]Date: 

	[bookmark: _Toc130279281]Description of Risk Management Methodology to be Used: A proactive and structured approach will be used to identify, assess, monitor, and respond to risks throughout the project lifecycle. The methodology includes regular risk reviews, stakeholder engagement, and integration with project controls.

	[bookmark: _Toc130279282]Approaches 
· Risk identification through brainstorming, SWOT analysis, and historical data
· Risk assessment using qualitative and quantitative methods
· Risk prioritisation using impact/probability matrices
· Risk response planning (avoid, mitigate, transfer, accept)
· Continuous monitoring and updating of the risk register


	[bookmark: _Toc130279283]Tools 
· Risk Register
· Risk Matrix
· Change Control System
· Lessons Learned Log
· Project Management Software (e.g., MS Project or equivalent)


	[bookmark: _Toc130279284]Data Sources 
· Historical data from similar projects
· Expert judgment from consultants and contractors
· Client requirements and specifications
· Regulatory and environmental guidelines
· Supplier and subcontractor input


	[bookmark: _Toc130279285]Roles and Responsibilities:
· Project Director: Oversees risk management strategy and approves major risk responses
· Contracts Administrator: Maintains the risk register and coordinates risk documentation
· Commercial Manager: Assesses financial and contractual risks
· Design Consultant: Evaluates design-related risks and technical feasibility
· Site Supervisor: Monitors operational risks and safety compliance
· Client Representative: Provides input on client-side risks and priorities


	[bookmark: _Toc130279286]Risk Management Action #1: Mitigate risk of smart technology procurement delays by engaging alternate suppliers, confirming delivery timelines, and adjusting procurement schedule.

	[bookmark: _Toc130279287]Team Leader
Commercial Manager

	[bookmark: _Toc130279288]Team Members
Contracts Administrator, Finance Officer, Procurement Coordinator

	[bookmark: _Toc130279289]Support
Project Director, Supplier Representatives

	[bookmark: _Toc130279290]Risk Management Action #2: Mitigate risk of safety incidents on site by conducting refresher safety training, updating site signage, and performing weekly safety audits.

	[bookmark: _Toc130279291]Team Leader
Site Supervisor

	[bookmark: _Toc130279292]Team Members
Safety Officer, Contracts Administrator, Construction Foreman

	[bookmark: _Toc130279293]Support
Project Director, WHS Consultant

	[bookmark: _Toc130279294][Add sections as needed]

	[bookmark: _Toc130279295]Budget: 
Estimated $5,000 allocated for safety training sessions, updated signage, and consultant support. This is covered under the project’s contingency allowance.

	[bookmark: _Toc130279296]Timing: (Describe how risk management will relate to the project life cycle, and at what points it will be reviewed during the execution of the project)
Risk management activities will be integrated throughout the project life cycle:
· Initiation & Planning: Initial risk identification and planning
· Execution: Ongoing monitoring, implementation of mitigation actions, and weekly reviews
· Controlling: Formal risk reviews during monthly status meetings and after any major change
· Closing: Final risk assessment and documentation of lessons learned
Risk reviews will occur:
· Bi-weekly during active construction phases
· Immediately following any incident or change request
· At key milestones (e.g., completion of framing, fit-out commencement)



[bookmark: _Toc29024173][bookmark: _Toc29024464][bookmark: _Toc29028508][bookmark: _Toc32823478][bookmark: _Toc262056312][bookmark: _Toc130279297]
Risk Response Plan Template

	[bookmark: _Toc130279298]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279299]Date: 

	Description of Risk Identified: 
Delay in procurement and installation of smart meeting room technology due to supplier backlog and integration complexity.

	[bookmark: _Toc130279301]Person(s) Responsible: Commercial Manager, Contracts Administrator, Project Director

	[bookmark: _Toc130279302]Results from Risk Analysis: 
Probability: High
Impact: High (Cost and Schedule)
Risk Rating: Critical
Affected Areas: Procurement, Schedule, Budget, Functionality

	[bookmark: _Toc130279303]Agreed Responses (avoidance, transference, mitigation, acceptance): 

	Response #1 
Mitigation:
Engage alternate suppliers and confirm delivery timelines early.

	Response #2 
Acceptance:
Accept minor delay and adjust project schedule with contingency buffer.

	Response #3 
Transference:
Include penalty clauses in supplier contracts for late delivery.

	[bookmark: _Toc130279304]Residual Risk Level: 
Moderate – Risk remains but is controlled through proactive supplier management and schedule adjustment.

	[bookmark: _Toc130279305]Action Steps: 
1. Identify and contact alternate smart tech suppliers
2. Update procurement schedule and notify stakeholders
3. Revise contract terms to include delivery guarantees
4. Adjust project milestones and communicate changes
5. Monitor supplier performance and escalate issues promptly


	[bookmark: _Toc130279306]Budget & Time for Response: 
· Budget: Estimated $12,000 for alternate supplier engagement and contract adjustments
· Time: 2 weeks added to project schedule; response actions initiated immediately and reviewed weekly


	[bookmark: _Toc130279307]Contingency/Fallback Plans: 
· Use temporary meeting room setup with basic AV equipment until smart systems are installed
· Reallocate internal resources to accelerate installation once components arrive
· Escalate to senior management if supplier delays exceed 3 weeks



[bookmark: _Toc262056313]

[bookmark: _Toc130279308]Schedule Change Control System Development Checklist and Worksheet

	[bookmark: _Toc130279309]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279310]Date: 

	Determine those responsible for approving or rejecting proposed schedule changes: Be sure to provide for appropriate review of all changes.
· Project Director
· Client Representative
· Commercial Manager
All schedule changes must be reviewed and approved by the Project Director, Client Representative, and Commercial Manager to ensure alignment with contractual obligations, client expectations, and overall project strategy.


	Define categories of schedule changes qualifying for automatic approval without review: 
· Minor adjustments to internal task durations that do not affect critical path or milestone dates
· Re-sequencing of non-dependent tasks for efficiency
· Administrative updates to scheduling software (e.g., formatting, naming conventions)


	Describe how schedule change control will be integrated with the integrated change control system: 
Schedule changes will be:
· Logged in the Change Control Register
· Evaluated alongside scope and cost impacts
· Reflected in updated project schedule, performance baselines, and status reports
· Communicated to all affected stakeholders
· Reviewed during regular project meetings and risk assessments
· Documented in the Lessons Learned Log for future reference


	Define steps by which schedule documents may be changed, including: 

	Paperwork
· Submit a formal Schedule Change Request Form
· Include justification, impact analysis, and revised schedule snapshot
· Attach supporting documentation (e.g., updated Gantt chart, milestone adjustments)


	Tracking Systems
· Update project scheduling software (e.g., MS Project or equivalent)
· Maintain version control and audit trail of changes
· Reflect changes in the integrated project dashboard


	Dispute Resolution Procedures
· Refer to contract clauses for schedule-related disputes
· Escalate unresolved issues to senior management or legal advisor
· Document all communications and decisions


	Approval Levels Required
· Changes affecting non-critical tasks: Project Director
· Changes affecting milestones or client deliverables: Project Director + Client Representative
· Changes with contractual or financial implications: Full stakeholder review including Commercial Manager



[bookmark: _Toc29024195][bookmark: _Toc29024486][bookmark: _Toc29028554][bookmark: _Toc32823502][bookmark: _Toc261872677][bookmark: _Toc262056314][bookmark: _Toc130279311]
Schedule Change Request Template

	[bookmark: _Toc130279312]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279313]Date: 

	[bookmark: _Toc130279314]Person(s) Requesting Change: 
Client Representative

	[bookmark: _Toc130279315]Change Number: SC-001

	[bookmark: _Toc130279316]Detailed Description of Schedule Change: 
Request to extend the project schedule by two weeks to accommodate the procurement and installation of smart meeting room technology, which was added through a recent approved change request.

	[bookmark: _Toc130279317]Reason for Schedule Change Requested: 
Supplier delays and additional integration requirements for smart systems have impacted the original timeline. The extension ensures proper installation and testing without compromising quality.

	[bookmark: _Toc130279318]Effect on Project Cost: 

	 Projected Cost Overrun of approximately:      6.5%

	 Estimated Cost Reduction of approximately:      %

	[bookmark: _Toc130279319]Overall Effect on Schedule: 

	 Planned Project Completion Date: 15/11/25

	 New Project Completion Date: 29/11/25

	Additional Remarks: 
The schedule extension has been reviewed and is considered necessary to maintain quality standards and meet client expectations for smart office functionality. No impact on other critical path activities is expected.

	Approval
	Project Manager: JP
	Date: 11/8/25

	Approval
	(Other): 
	Date: 




[bookmark: _Toc29024207][bookmark: _Toc29024498][bookmark: _Toc29028578][bookmark: _Toc32823513][bookmark: _Toc262056328][bookmark: _Toc130279320]Workaround Planning Worksheet

	[bookmark: _Toc130279321]Project Name: 

	Prepared by: 

	[bookmark: _Toc130279322]Date: 

	[bookmark: _Toc130279323]Description of Emerging Risk Identified: 
Delay in delivery of smart meeting room technology due to supplier backlog and international shipping constraints.

	[bookmark: _Toc130279324]Person(s) Responsible: Commercial Manager, Contracts Administrator

	[bookmark: _Toc130279325]Results from Risk Analysis (if applicable): 
Probability: High
Impact: High (affects schedule and functionality)
Risk Rating: Critical
Affected Areas: Schedule, Cost, Client Satisfaction

	[bookmark: _Toc130279326]Description of Plan to Respond (avoidance, transference, mitigation, acceptance): 
Mitigation and Acceptance

Mitigate by sourcing alternate suppliers and adjusting installation sequence
Accept minor delay and adjust project schedule accordingly

	[bookmark: _Toc130279327]Description of Residual Risk Level: 
Moderate – Risk remains due to potential supplier limitations, but impact is reduced through proactive planning.

	[bookmark: _Toc130279328]Action Steps: 
Identify and contact alternate suppliers
Confirm availability and delivery timelines
Adjust installation schedule to accommodate late delivery
Communicate revised timeline to stakeholders
Monitor supplier performance and escalate if necessary

	[bookmark: _Toc130279329]Budget & Time for Response: 
Budget: Estimated $10,000 for alternate supplier engagement and expedited shipping
Time: 2-week extension to project schedule

	[bookmark: _Toc130279330]Contingency/Fallback Plans: 
Use temporary meeting room setup with basic AV equipment
Reallocate internal resources to accelerate installation once components arrive
Escalate to senior management if delays exceed 3 weeks

	Additional Notes: 
This workaround ensures continuity of construction activities while maintaining client expectations for smart functionality. Weekly progress reviews will include supplier updates and risk reassessment.
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