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Work Task raised on 
Planon for  Contractor 

Delivered Work

Works assigned 
to appropriate 
delivery team

Customer notified 
of contractor 

details & 
attendance date

Work requested/ 
contractor quote 
request send to 
contractor via     

e-mail 

Estimate 
Process 

applied as 
appropriate

Contractor 
supplies RAMS as 

appropriate & 
attendance date

Standard Planon template, includes 
request for RAMS, Attendance Date 
& Asbestos Check Requirements & 
requirements for signing in on site

PO raised & 
sent as 

appropriate

Residences access 
notice period of > 7 days 
unless otherwise agreed 

or in the case of 
emergency works

Contractor signs in 
electronically, checks 
asbestos Register & 
confined spaces & is 

issued Planon Job Sheet 

Contractor Sign In 
Form

Contractor issued 
& signs for access 

cards/keys

RAMS as 
appropriate 
checked and 

approved

Contractor completed works, 
returns job sheet with 

updated works status, returns 
access/keys/permit and signs 

out electronically

Planon work task status is 
updated to completed awaiting 

statement of works or     
Further Works

Permits 
raised & 
signed as 
required

Responsibilities Key:
HD=Helpdesk
CWAL=Contractor Works Allocation
WAT=Works Allocation Team
TL/Eng=Team Leader/ Engineer
Sur=Surveyor

Planon auto e-mail send as 
appropriate based on 

status transition

HD/
WAT

CWA/
Eng/
Sur

CWA/
Eng/
Sur

TL/
Eng/
Sur

CWA

TL/
Eng/
Sur

CWA

CWA/
Eng/
Sur

HD

Contractor Sign Out 
Form

https://forms.office.com/Pages/ResponsePage.aspx?id=d10qkZj77k6vMhM02PBKU0RTinDfBwtFpicPDrXb6xJUREoxRUtJWTBUVEpUSUUyNjdHSFNTNFZUTi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=d10qkZj77k6vMhM02PBKU0RTinDfBwtFpicPDrXb6xJUM0JJOEtYSjROMkdESjFRTFBEUExLTVFTWC4u
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