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· Project description
· Client’s details
· Practice’s details
· Work stages
· Software and file 

formats
· Drawings 

transmittal method
· Communication 

method
· Timescale
· Payments method
· Potential risks

1. DEFINE BRIEF

· Information for 
each stages

· Final drawing list
· Costs
· Key issue dates
· Identification of 

outsourcing team 
members

· Formal 
appointment

· Video conferencing
· Risks assessed and 

reviewed 

2. REFINE BRIEF 3. START PROJECT

· Internal project set up
· Work procedures tested 

and modified
· Initial drawings 

reviewed

· Internal project set up
· Work procedures tested 

and modified
· Initial drawings 

reviewed

4. Full Production

Draft Check Issue

Comment

Issue

· Final issue
· Review
· Incomplete work 

identified
· Additional project 

elements identified and 
agreed

5. COMPLETION

· Client review
· Outsourcing team review
· Feedback collection
· Workflow improvement
· ROI

6. POST PROJECT REVIEW

Amendments


