
DYSON AND BUESNEL ARCHITECTS

01
INITIAL CLIENT MEETING / BRIEFING

02
BRIEF DEVELOPMENT / INITIAL RESEARCH / 
SURVEY OF EXISTING BUILDING

• Initial client meeting 
• Site visit
• Fee proposal / Advise on consultant & health & safety requirements

• Photograph existing site & buildings
• Obtain utility records
• Liaise with Digital Surveyor in respect of digital survey
• Import Digital Survey into CAD system
• Set up Cad system / draft survey
• Prepare existing building drawings

03
PREPARE SKETCH DESIGNS

• Client meetings / briefings / liaison works
• Review and develop client briefing
• Undertake sketch basic check survey to enable sketch scheme designs to be developed
• Prepare sketch scheme designs based on briefing
• Assess scheme design proposals in respect of Planning and Byelaw requirements
• Liaison with DFI in respect of drainage provisions and connections 
• Prepare sketch scheme design drawings

SCHEME DESIGN – CLIENT APPROVAL – SIGN OFF

04
SCHEME REDESIGN

• To be discussed and agreed with client if needed
• Fee review if significant changes from original brief

NO

05
PLANNING PACKAGE

• Prepare planning application drawings and documentation based on scheme design
• Liaison with consultants
• Submit Planning Application

YES

YES

YES

07
PLANNING LIAISON / DECISION 
ADMINISTRATION

• All works in respect of the submitted application / planning queries / decision 
administration

• Minor scheme amendments if requested by the planning department
• Dealing with representations / attending site meetings / planning panel meetings

08
PLANNING – SCHEME REDESIGN

• Any significant redesign works should this be required by the Planning Department
•  Preparation of any revised design proposals or alternative planning application 

packages with appropriate additional  fees

REFUSED / 
WITHDRAWN

09
PLANNING CONDITIONS

• In many circumstances the Planning Department apply Planning Conditions to Planning 
approvals / permits.

• It is not possible to predict the extent of these conditions, some of which require only a 
notification, whilst others require significant works. 

• We review the conditions on an individual basis, before determining the best way 
forward in dealing with them.

10
BYELAW PACKAGE

• Prepare Byelaw application drawings
• Preparation of all byelaw compliance construction notes, schedules & documentation
• Liaison with Structural engineer in respect of engineering requirements
• Prepare and submit all byelaw application drawings and documentation

RESUBMIT

11
BYELAW LIASION / DECISION ADMINSTRATION

• All works in respect of the submitted application
• Building control queries
• Decision administration

12
CONSTRUCTION DRAWINGS & SPECFICIATION 
DOCUMENTATION

• Initial enquiry to contractors to form tender list
• Work up byelaw drawings to construction drawings
• Prepare additional detail drawings
• Co-ordination of structural information/drawings
• HSPC appointment & liaison
• Health & Safety – identifying reasonably foreseeable design risks
• Liaison with client to agree electrical/plumbing works/finishes/fittings
• Prepare additional electrical/plumbing drawings
• Prepare specification documentation
• Compile tender package information
• Planning Conditions information/drawings & department liaison

13
TENDER ISSUE & REVIEW

• Send tender package to 3/4 no. contractors
• Queries throughout tender period
• Assessment of tender submissions
• Prepare tender review for client and advise on appointment

14
CONTRACT PREPARATION

• Prepare Building Contract
• Liaison with Contractor on information ie insurance, liability periods, construction 

programmes & dispute resolution etc
• Co-ordinate introduction / signing of Contract between client and the contractor
• Issue contract drawings & documents to contractor (usually 3 no. copies)

YES

YES

YES

YES

15
CONTRACT ADMINISTRATION / SITE WORKS

• Initial design team and contractor co-ordination meetings
• Monthly site visits / inspections during construction
• Meeting Minutes / photos / actions / consultant liaison as required
• Processing monthly valuations and payment certificates
• Variations and Architect Instructions
• Dealing with queries from contractor between meetings
• Issue of additional information as required

YES

16
PRACTICAL COMPLETION WORKS

• Inspections
• Snagging/defects
• Building Control & Planning sign off
• H&S information pack incl. as built drawings
• Release of 2.5% retention monies

YES

17
CONTRACT COMPLETION / CLOSE OUT

• 12 month Inspection
• Issue of Final Certificate
• Release of remaining 2.5% retention amount

YES

PLANNING APPROVAL

YES

BYELAW APPROVAL– CLIENT APPROVAL – SIGN OFF

TENDER PACKAGE – CLIENT APPROVAL – SIGN OFF

YES

APPROVED WITHOUT 
CONDITIONS

SKETCH SCHEME

PLANNING

BYELAWS

TENDER

CONSTRUCTION

YES

YES

YES

06
PLANNING APPLICATION – ADDITIONAL 
INFORMATION

• As a planning application is being considered the Planning Department & their 
consultees may request additional details, clarifications as to various aspect of the 
design, which may include drawings and additional liaison works. 

• Should this be required we will review the extent of the works required and agree the 
best way forward in dealing with these requests.

APPROVED WITH 
CONDITIONS

APPEALS
YOUR PROJECT MAY BE SUBJECT TO AN APPEAL FROM ANY PARTY 
WHO HAS OBJECTED TO YOUR APPLICATION
THERE IS A 28 DAY NOTIFICATION PROCESS WHICH WILL BE STATED 
ON YOUR PLANNING APPROVAL IF APPLICABLE

PLANNING COMMITTEE
YOUR PROJECT MAY BE DETERMINED BY THE PLANNING 
DEPARTMENT OFFICERS OR IT MAY BE TAKEN TO THE PLANNING 
COMMITTEE FOR DETERMINATION


