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Project name: Subcontract ref:

Main contractor: Date started:

Site address: Completed by:

CONTRACT DOCUMENTSSubcontract received, reviewed, and signedScope reviewed against your original quote — gaps notedMain contract reviewed if incorporated by referencePayment due dates and application format confirmedPayment period noted (e.g., 30 days from application date)Retention terms confirmed (percentage and release trigger)Liquidated damages clause reviewed — amount and trigger noted

KEY CONTACTS CONFIRMEDMain contractor site manager identifiedMain contractor contracts manager identifiedContract administrator (CA) / architect identifiedCommunication route confirmed — all instructions via main contractorWho can authorise variations confirmed in writing

PROGRAMME & ACCESSProgramme received and reviewed against subcontract datesAccess date and erection sequence confirmed with the main contractorScaffold completion and handover dates noted in diaryShared scaffold use or loading by other trades confirmedKey milestone dates flagged (practical completion, interim inspections)

HEALTH & SAFETYRAMS prepared, reviewed internally, and submitted to main contractorConstruction phase plan (CPP) received and RAMS cross-referencedCDM appointments confirmed — Principal Contractor and Principal DesignerScaffold inspection schedule agreed (pre-use, weekly, after bad weather)Site-specific risks identified (overhead power lines, highway, party wall)CISRS cards checked and on file for all operatives on this projectScaffold supervisor (scaffolder in charge) appointed and briefed

COMMERCIAL CONTROLSPayment application submission dates added to diary/calendarVariation process agreed — written instruction required before proceedingDaywork rates agreed and documented if applicableExtension of time notification requirements notedCorrespondence file opened — project name, MC, dates, ref numbersDaily diary system in place on site from day one

Complete this checklist before mobilising on any new project. File it with your contract documents. If any item cannot be confirmed, resolve it in writing with the
main contractor before work starts.


