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Report

Generate Complaint Form
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Notice
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Solicitor
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to release 10%
holdback

28 day timer starts
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Update

50%
Contingency
Monies Check

Generate Billing Form

Generate Billing Form

- Pre-construction Structural
Surveys (Private, Public)
- Locates
- Road Occupancy / Use Permits

Generate Billing Form

yes (under 75K)

No <Notify>

yes (Over 75K)

File Manager (ENG PM)

Modify Date as
required

Display Workflow

Display Case Types

other

CP_Construction

Intake Change Order Request

Confirm Cost

Log Complaints & Forward to
Vendor
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50 Contingency
Exchausted?
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Send Change Order Response

1
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Intake Civil Works Certificate

5 Intake Pre-construction Docs (checklist)

3a. Kick-Off Meeting

1. Intake

Create Case

Select Case Type

Type

4. Issue Start of Construction Notice (Public) 

2. Schedule Pre-Construction Kick-off Meeting

CONSTRUCTION COMMENCES

Yes

no

Substantial Construction Completion

Intake Form 6 + Letter of Substantial
Completion

Verify Liens / Land Titles

Intake 10% Hold-back Release Request

Warranty Period Ends

Intake 10% Hold-back Release Request

Close Case
(Checklist)

BI-WEEKLY Progress Meeting Notes

Intake Monthly Reports & Invoices

Validate & Process Invoices

Prepare ID GM Report
(Contingency Monies Status

Report)

CP_DESIGN & TENDER

Send  Report to ID GM

parentchild

Manager

Manager Can
Assign or Re-
assign

Ongoing

Review Report

Approve

Review Change Order

Approve

Approve

Approve

Review Invoice

Director

Scheduled on ad-
hoc basis and
unique checklist per
type.

Co-sign Invoice

Co-sign Change
Order

CC PM

Testing & Inspections (MOBILE)
(Checklist)

Final Inspection (Mobile)
(Checklist)

3b. Kick Off Meeting
Notes

Fail Pass / Fail

DAILY SITE VISITS
(MOBILE) (Checklist)

<Notify>

Internal Departments

Ongoing and ends at
Substantial Work
Completion

CC PM attends (does not
conduct), task for note
taking or verifying items

3c. Kick Off Meeting
Notes

Finance / Procurement

Release of 5% Hold-back

Verify Closure of Contractor
PO

Release of 10% Hold-back

Process Invoices for
Payment

Can be multiple tasks for
multiple departments. File
Manager re-assign/assign.

No

Yes <Over 75KNo
Yes (under 75K)

Pass

Legend
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Fork

Note

Activity / Task /
Action

Object message
on-page 
reference

Optional /Ad-hoc Tasks that can be added
on a needs basis

No <Notify>

yes (Over 75K)Validate & Process Invoices

Review Invoice Co-sign Invoice

Approve
No <Notify>

yes (Over 75K)Validate & Process Invoices

Review Invoice Co-sign Invoice


