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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: Single-Storey Residential Dwelling – Springfield, Queensland

	Prepared by: Abbie H

	[bookmark: _Toc130279198]Date: 8/8/25

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

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

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

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

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

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

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

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

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

	Other Internal Stakeholders
	Operational impact and resource needs
	Internal project updates
	Internal meetings and 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
	
	Milestone achievements and quality
	Written reports, meetings
	High-level progress report and photos
	Monthly
	

	Senior Management
	Budget tracking and resource allocation
	High-level project status
	Presentations, executive summaries
	Financial updates, overall project performance summary
	Quarterly or as required
	

	Sponsor
	Financial updates and project progress
	Budget adherence, milestone achievements
	Presentations, written updates
	Detailed financial reports and milestone updates
	Quarterly
	

	Project team members
	Task allocation and risk updates
	Task responsibilities and deadlines
	Written, meetings, emails
	Status reports, risk logs, and action items
	Weekly updates
	

	Employees
	Safety and work updates
	Project safety protocols and schedules
	Meetings, emails
	Safety briefings and role-specific updates
	Weekly
	

	Subcontractors
		Task schedules and safety requirements
	Progress timelines and safety standards
	Written, one-on-one
		Task checklists and safety briefings
	Daily
	

	Suppliers
	Delivery schedules and material specs
	Delivery schedules and material specs
	Emails and phone calls
	Delivery schedules and material requirements
	As required
	

	Unions
	Workplace safety and compliance
	Compliance with safety standards
	   Written reports
	Compliance updates and safety adherence reports
	As required
	

	Government Agencies
	Compliance with building and zoning regulations
	Adherence to regulations
	Written reports
	Compliance documentation and required permits
	As required
	

	News Media
	Not applicable
	Not applicable
	Not applicable
	Not applicable
	Not applicable
	

	Community
		Impact of construction activities
	Noise and traffic management updates
	Noticeboards, community meetings
	Notices regarding construction schedules, noise, and safety
	As required
	

	Other – Local Council
	Compliance with local regulations
	Adherence to building codes
	Written, meetings
	Compliance documentation
	As required
	


[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, certifiers, designers)
	Org charts, contact lists, project briefs
	Ensures clarity in task ownership and accountability
	Yes

	Stakeholder Responsibility Relationships
	Expectations, deliverables, and timelines for stakeholders (owners, builders, certifiers)
	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 (plumbing, electrical, structural) and consultants
	Technical drawings, scopes of work, coordination meetings
	Prevents clashes and ensures compliance with NCC Class 1a 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, bushfire/flood zone assessments
	Policy documents, certificates, environmental reports
	Protects project viability and ensures resilience
	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. 
Commercial Manager/ Project Director – Primary approver for scope and budget changes
Site Supervisor – Approves minor site-related changes
Client Representative – Required for changes affecting design or cost
Legal/Contracts Team – Reviews compliance and 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 Manager and Legal if unresolved
Mediation clause invoked if necessary

	Approval levels required
<$5,000: Commercial Manager
$5,000–$20,000: Project Director
$20,000 or design-impacting: Client Representative and Legal

	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: 
All changes must comply with Queensland Building and Construction Commission (QBCC) guidelines
Changes impacting compliance (e.g., NCC, QDC) require regulatory review

	Submitted 
	Name/Title: Abbie Heaslip, Assistant Contracts Administrator
	Date: 8/8/25

	Approval 
	Name/Title: Commercial Manager
	Date: 8/8/25


[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., material substitutions) have been approved and documented.

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

Slightly behind schedule by approximately 4 working days due to weather delays and late delivery of roofing materials. Recovery plan in place with adjusted subcontractor hours.

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

On budget. Current expenditure is within 2% of projected costs. Contingency fund remains untouched.

	[bookmark: _Toc130279216]Quality

Meets quality standards. All inspections passed to date (foundation, framing, plumbing rough-in). No defects reported. Materials used meet or exceed specifications.

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

Completed: Site prep, slab pour, framing, roofing structure
In Process: Electrical rough-in, plumbing, insulation
Key Changes: Switched to Colorbond roofing due to supplier issue (approved change), minor layout adjustment in ensuite for accessibility

	Forecasting (Estimate of future project status and progress):
Project expected to be back on track within 2 weeks
No major risks identified
Next milestones: Lock-up stage by end of August, internal fit-out by mid-September

	Other Issues or Comments:
Community feedback positive; no complaints received
Awaiting final approval from council on driveway crossover
Vendor communication has been responsive and proactive

	Submitted 
	Name/Title: Abbie Heaslip, Assistant Contracts Administrator
	Date: 8/8/25

	Approved 
	Name/Title: Site Manager
	Date: 8/8/25 


[bookmark: _Toc262056282]

[bookmark: _Toc130279218]Generic Change Request Template

	Project Name: 

	Prepared by: 

	Date: 

	Person(s) Requesting Change: 
Site Supervisor – Springfield Project

	Change Number: CC-005

	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 modify the ensuite bathroom layout to improve accessibility. This involves repositioning the shower and widening the doorway to comply with AS 1428.1 standards for mobility access.

	[bookmark: _Toc130279220]Reason for Change Requested: 
Client has requested improved accessibility for a family member with mobility challenges. The change will enhance usability without affecting structural integrity.



	

	[bookmark: _Toc130279221]Effect on Project Cost: 

	 Projected Cost Overrun of approximately:   3.5   %

	 Estimated Cost Reduction of approximately:      %

	[bookmark: _Toc130279222]Effect on Schedule: 

	 Planned Project Completion Date: 30/09/25

	 New Project Completion Date: 4/10/25

	Additional Remarks: 
Change approved by client
Updated drawings submitted to certifier
No impact on compliance or council approvals


	Approval 
	Project Manager: 
	Date: 8/8/25

	Approval 
	(Other): Client
	Date: 8/8/25


[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-003

	Lesson Learned Proposed Name: Supplier Lead Time Risk Management

	Project Team Role: Assistant Contracts Administrator

	Process Group:*
		Initiating
		Planning
		Executing
		Controlling
		Closing

	Specific Project Management Process Being Used: Procurement and Schedule Control

	Specific Practice, Tool or Technique Being Used: Vendor performance tracking and contingency planning

	What was the action undertaken? Roofing supplier was changed mid-project due to unavailability of originally specified material. A contingency supplier was engaged after a delay.

	What was the result? Project experienced a 4-day delay and required a scope change approval for material substitution.

	What might have been a more preferred result: No delay and seamless transition to alternate supplier with pre-approved materials.

	What might have created the more preferred result? Early identification of high-risk suppliers and pre-approval of alternate materials during planning phase.

	What is the specific Lesson Learned? Always assess supplier reliability and lead times during procurement planning. Include backup suppliers and pre-approved alternatives in contract documentation.

	How could one identify a similar situation in the future? Monitor supplier performance and delivery history. Flag any materials with long lead times or limited availability.


	What behaviour is recommended for the future? Conduct supplier risk assessments and maintain a list of approved alternates. Communicate potential risks to stakeholders early.

	Where and how can this knowledge be used later in this current project? Apply to upcoming procurement for internal fit-out materials and landscaping supplies.

	Where and how can this knowledge be used in a future project? Incorporate into procurement planning templates and vendor evaluation criteria for all residential builds.

	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. Supplier Delay Report – Roofing (Hypothetically would attach if it was not simulation project)
2. Approved Material Substitution Form (Hypothetically would attach if it was not simulation project)





[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.

Commercial Manager – Reviews and approves changes related to cost, contracts, and procurement
Project Director – Final authority on all project changes, especially those affecting scope, schedule, or client deliverables
Client Representative – Required for changes impacting design or budget
Site Supervisor – Can approve minor site-related adjustments
Contracts Administrator – Ensures documentation and compliance

	Define Roles and Responsibilities of approving person or body:

Commercial Manager: Evaluates financial and contractual implications of proposed changes
Project Director: Oversees strategic alignment and approves major changes
Client Representative: Approves changes that affect client expectations or budget
Contracts Administrator: Manages documentation, tracking, and compliance
Site Supervisor: Identifies and initiates minor change requests from site

	Get key stakeholder agreement on roles and responsibilities (list stakeholders):
Project Director
Commercial Manager
Client Representative
Site Supervisor
Contracts Administrator
Subcontractors (as needed for technical input)


	Define any types of changes qualifying for automatic approval without review: 

Administrative corrections (e.g., typos, formatting)
Material substitutions of equal or better quality with no cost/schedule impact
Minor schedule shifts (≤2 days) due to weather or site access

	Define steps by which contracts may be changed, including:

	Paperwork
Submit Change Request Form with supporting documents (drawings, cost estimates, impact analysis)
Reviewed and signed by relevant parties

	Tracking Systems
Logged in project management software (e.g., Procore or Buildertrend)
Assigned unique change ID for traceability

	Dispute Resolution procedures
Escalation to Commercial Manager
If unresolved, referred to Project Director and Legal
Mediation clause invoked if necessary

	Approval levels required
<$5,000: Site Supervisor
$5,000–$20,000: Commercial Manager
$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, project schedule, and budget
Change log maintained and reviewed weekly
Notifications sent to all affected stakeholders
Changes reflected in project documentation and communicated during team meetings


[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: 

	Project Change Request Administrator: 

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

	CC-001
	Ensuite Layout Adjustment
	Site Supervisor
	Approved
	1. Improved accessibility layout approved by client.

	
	
	
	
	2. 

	CC-002
	Roofing Material Substitution
	Site Supervisor
	Approved
	1. 	Switched to Colorbond due to supplier delay.

	
	
	
	
	2. 

	CC-003
	Driveway Crossover Revision
	Client Representative
	Pending
	1. Awaiting council approval for revised location.

	
	
	
	
	2. 

	CC-004
	Additional Power Points
	Electrician
	Approved
	1. Client requested extra outlets in kitchen.

	
	
	
	
	2. 

	CC-005
	Landscape Design Update
	Client
	Under Review
	1. Client submitted new preferences for backyard layout.

	
	
	
	
	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: Site Supervisor, Client Representative, Contracts Administrator

	[bookmark: _Toc130279235]Date of Meeting: 12 August 2025

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

	
Site preparation, slab pour, framing, and roofing structure completed
Electrical and plumbing rough-in underway
Minor delay due to weather and roofing material substitution
Budget remains within 2% of forecast
No quality issues reported

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

	Issue: 
	Who Will Address: 

	Driveway crossover approval delay
	Client Representative

	Landscape design revision
	Contracts Administrator

	Schedule recovery plan
	Site Supervisor

	Supplier lead time risk
	Procurement Officer

	[bookmark: _Toc130279238]Plans For Next Period: 

Complete electrical and plumbing rough-in
Begin insulation and internal wall lining
Submit final driveway plans to council
Confirm landscape design and irrigation specs

	[bookmark: _Toc130279239]Other Notes and Concerns:

Community feedback remains positive
No safety incidents reported
Risk register to be updated with supplier performance notes

	Status Report Forwarded to: 

	[bookmark: _Toc130279240]Name: 
	[bookmark: _Toc130279241]Title: Commercial Manager
	[bookmark: _Toc130279242]Date: 12/8/25

	[bookmark: _Toc130279243]Name: 
	[bookmark: _Toc130279244]Title: Project Director
	[bookmark: _Toc130279245]Date: 12/8/25

	[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

	Supplier delays
	
	
	
	Procurement

	Weather disruptions
	
	
	
	Site Preparation & External Works

	Regulatory approval delays
	
	
	
	Compliance & Approvals

	Material substitutions
	
	
	
	Procurement



[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)

	Material substitutions
	Maintain list of pre-approved alternatives
	Review and approve substitutions; Procurement Officer to action

	Weather disruptions
	Add buffer days to schedule; monitor forecast
	Adjust daily work plans; Site Supervisor to manage

	Regulatory approval delays	
	Monitor council timelines; follow up weekly
	Expedite submission and request priority processing; Client Representative to follow up



[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
	Supplier delays, design changes, material costs
	Medium
	Supplier delays may require more expensive alternatives; client changes can increase scope and cost

	Schedule
	Weather disruptions, regulatory delays
	High
	Delays in approvals and weather can significantly impact the construction timeline

	Functionality
	Design changes, client requests
	Medium
	Late-stage design changes can affect usability and layout

	Quality
		Material substitutions, labour availability
	Low
	Substitutions are pre-approved; skilled labour is available but must be scheduled carefully



[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.
Material substitutions affecting performance or compliance
Design changes impacting layout or accessibility
Potential mismatch between specified and delivered materials
Quality assurance delays due to inspection scheduling


	Project-management risks—such as poor allocation of time and resources, inadequate quality of the project plan, poor use of project management disciplines.
Inadequate contingency planning for supplier delays
Poor coordination between subcontractors
Incomplete documentation of client-requested changes
Schedule compression leading to resource strain


	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.
Budget constraints limiting flexibility
Scope creep from client requests
Delays in internal approvals for change requests
Competing priorities with other projects affecting resource allocation


	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.

Weather disruptions (rain affecting slab pour and framing)
Regulatory delays (council approval for driveway crossover)
Labour shortages due to regional demand
Changes in local building codes or compliance requirements



[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: 

	Purpose of Meeting: 

	CHANGES IN RISK FACTORS: Notes

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

	Supplier delays
	Increased due to recent shortages
	Elevated to High
	Assigned to Procurement Officer
	Immediate engagement of backup suppliers

	Weather disruptions
	Stable
	Remains Medium
	No change
	Continue monitoring and adjust schedule daily

	Regulatory approval delays
	Increased due to council backlog
	Elevated to Medium
	Assigned to Client Representative
	Expedite submissions and follow-up weekly

	Material substitutions
	Stable
	Lowered to Low
	No change
	Maintain pre-approved list and monitor availability

	Design changes requested by client
	Increased due to ongoing feedback
	Elevated to Medium
	Assigned to Design Consultant
	Schedule regular review meetings

	Labour availability
	Stable
	Remains Low
	No change
	Maintain contact with labour hire agencies

	[bookmark: _Toc130279261]Additional Notes/Comments/Agreements/Next Steps: 

Risk register to be updated weekly
Procurement team to prepare contingency plans for critical materials
Council liaison to be prioritised for driveway and landscaping approvals
WHS team to review safety protocols in light of upcoming fit-out phase



[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):
Yes – updated drawings and revised milestone schedule

	Description of Changes being made:
1. 
Ensuite Layout Adjustment

Risk Issues Prompting Changes: Accessibility concerns raised by client
Corrective Action: Reposition shower and widen doorway to meet AS 1428.1 standards

	2.
Roofing Material Substitution

Risk Issues Prompting Changes: Supplier unable to deliver original material
Corrective Action: Switch to Colorbond roofing, pre-approved by client

	3.
Driveway Crossover Revision

Risk Issues Prompting Changes: Council feedback on original location
Corrective Action: Submit revised plans and await approval

	Stakeholders being notified: Yes

	Name/Title: Site Manager
	Signature: SC
	Date: 11/8/25

	Name/Title: 
	Signature: 
	Date: 


[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: Commercial Manager

	Title/Position: Contracts Administrator

	[bookmark: _Toc130279273]Participating Group: 
Site Supervisor, Procurement Officer, Client Representative

	[bookmark: _Toc130279274]Location: Springfield Site Office

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

	Supplier delays
		High
	High
		Engage backup supplier
	Procurement Officer

	Weather disruptions
	Medium
	Medium
	Add buffer days to schedule
	Site Supervisor

	Regulatory approval delays
	Medium
	High
	Expedite submissions and follow-up weekly
	Client Representative

	Labour availability
	Low
	Medium
	Maintain contact with labour hire agencies
	Site Supervisor

	Material substitutions
	Medium
	Low
		Maintain pre-approved list
	Procurement Officer

	Design changes by client
	Medium
	Medium
	Schedule regular review meetings
	Client Representative

	Safety incident on site
	Low
	Medium
	Conduct refresher training
	WHS Officer


[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: 

	SWOT Analysis Facilitator: 

	SWOT Analysis Participants: 


	SWOT Analysis Recorder: 

	Date of SWOT Analysis: 

	

	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. Experienced construction and project team
2. Clear and well-defined project scope
3. Strong client engagement and communication
4. Use of familiar, proven construction methods
5. Good relationship with local council and suppliers
 

	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. Limited flexibility in budget for unexpected changes
1. Dependence on a small pool of suppliers
2. Tight schedule with minimal float
3. Incomplete pre-approval of alternate materials
4. Limited internal resources for rapid change implementation
 




	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. Positive community perception and goodwill
2. Potential for future residential projects in the area
3. Incorporation of sustainable and energy-efficient features
4. Upskilling of team through new compliance training
5. Streamlining procurement processes for future builds

	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. Weather-related delays (e.g., rain during slab or framing)
2. Delays in council approvals (e.g., driveway crossover)
3. Rising material costs or shortages
4. Labour availability fluctuations
5. Changes in building regulations or compliance standards



[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 integrated approach using qualitative and quantitative analysis, regular reviews, and stakeholder engagement.

	[bookmark: _Toc130279282]Approaches 
Risk identification through workshops and site observations
Prioritisation using impact/probability matrix
Mitigation planning and contingency allocation

	[bookmark: _Toc130279283]Tools 
Risk register
Risk matrix
Buildertrend project management software

	[bookmark: _Toc130279284]Data Sources 
Historical project data
Supplier performance records
Weather forecasts
Council approval timelines

	[bookmark: _Toc130279285]Roles and Responsibilities:
Contracts Administrator: Maintains risk register
Site Supervisor: Identifies and reports site risks
Client Representative: Reviews risks affecting scope or budget
Procurement Officer: Manages supplier-related risks

	[bookmark: _Toc130279286]Risk Management Action #1:

	[bookmark: _Toc130279287]Team Leader
Contracts Administrator

	[bookmark: _Toc130279288]Team Members
Site Supervisor, Procurement Officer

	[bookmark: _Toc130279289]Support
Client Representative

	[bookmark: _Toc130279290]Risk Management Action #2: 

	[bookmark: _Toc130279291]Team Leader
Site Supervisor

	[bookmark: _Toc130279292]Team Members
WHS Officer, Labour Coordinator

	[bookmark: _Toc130279293]Support
Contracts Administrator

	[bookmark: _Toc130279294][Add sections as needed]

	[bookmark: _Toc130279295]Budget: 
Contingency fund allocated: 5% of total project budget

	[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 will be reviewed at each project milestone:

Post-site prep
Post-framing
Pre-fit-out
Final inspection


[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: 
Supplier delays affecting roofing materials

	[bookmark: _Toc130279301]Person(s) Responsible: Procurement Officer, Contracts Administrator

	[bookmark: _Toc130279302]Results from Risk Analysis: 
High probability, moderate impact on schedule and cost

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

	Response #1 
Mitigation – Engage backup supplier

	Response #2 
Acceptance – Allow 3-day buffer in schedule

	Response #3 
Transference – Include delay clause in supplier contract

	[bookmark: _Toc130279304]Residual Risk Level: 
Low

	[bookmark: _Toc130279305]Action Steps: 
Confirm alternate supplier availability
Update schedule and notify stakeholders
Amend contract terms

	[bookmark: _Toc130279306]Budget & Time for Response: 
Estimated cost increase: 3.5%
Schedule impact: 4 days

	[bookmark: _Toc130279307]Contingency/Fallback Plans: 
Use pre-approved substitute materials if backup supplier unavailable


[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.
Site Supervisor (minor changes)
Contracts Administrator (moderate changes)
Client Representative (major changes)

	Define categories of schedule changes qualifying for automatic approval without review: 
Weather-related delays ≤2 days
Minor internal task rescheduling
Non-critical path adjustments

	Describe how schedule change control will be integrated with the integrated change control system: 
All changes logged in Buildertrend
Reviewed weekly during status meetings
Updates reflected in master schedule and communicated to stakeholders

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

	Paperwork
Submit Schedule Change Request Form with justification

	Tracking Systems
Log change in Buildertrend with unique ID

	Dispute Resolution Procedures
Escalate to Contracts Administrator; mediation if unresolved

	Approval Levels Required
≤2 days: Site Supervisor
3–7 days: Contracts Administrator
7 days or milestone impact: Client Representative


[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: 
Site Supervisor

	[bookmark: _Toc130279315]Change Number: SCH-001

	[bookmark: _Toc130279316]Detailed Description of Schedule Change: 
Delay in roofing installation due to supplier issue

	[bookmark: _Toc130279317]Reason for Schedule Change Requested: 
Original supplier unable to deliver on time; alternate supplier engaged

	[bookmark: _Toc130279318]Effect on Project Cost: 

	 Projected Cost Overrun of approximately:  3.5    %

	 Estimated Cost Reduction of approximately:      %

	[bookmark: _Toc130279319]Overall Effect on Schedule: 

	 Planned Project Completion Date: 30/9/25

	 New Project Completion Date: 4/10/25

	Additional Remarks: 
Change approved by client; updated schedule shared with all stakeholders

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

	Approval
	(Other): Client Rep
	Date: 12/8/25




[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 roofing material delivery

	[bookmark: _Toc130279324]Person(s) Responsible: Procurement Officer

	[bookmark: _Toc130279325]Results from Risk Analysis (if applicable): 
High probability, moderate impact

	[bookmark: _Toc130279326]Description of Plan to Respond (avoidance, transference, mitigation, acceptance): 
Mitigation – Engage alternate supplier and adjust schedule

	[bookmark: _Toc130279327]Description of Residual Risk Level: 
Low

	[bookmark: _Toc130279328]Action Steps: 
Confirm alternate supplier availability
Update delivery schedule
Notify site team and client

	[bookmark: _Toc130279329]Budget & Time for Response: 
Estimated cost increase: 3.5%
Schedule impact: 4 days

	[bookmark: _Toc130279330]Contingency/Fallback Plans: 
Use pre-approved substitute materials if alternate supplier unavailable

	Additional Notes: 
No impact on compliance or council approvals
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