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RIBA Stage Reports, Procedure for Receipt™?

UoM CSU Administrator (Mechanical) receives RIBA Stage
Report (or other relevant project information) from Client
Representative (CR). CR to submit the RIBA Stage
Report/Project Information Submission Form (EPMPM7
Appendix 7), confirming the following information:

e UoM Project Number

e Building Name

e CR Name

e Brief Project Description

e RIBA Stage Number

e Budget

e Derogation Schedule

e Summary of changes (only applicable if an update

of existing stage report is submitted, i.e. Rev 2A

All Stage Reports to be submitted to CSU Administrator
(Mechanical) via dedicated email address:
RIBA@manchester.ac.uk — (circulation and comments will

be managed through this address also)

UPA issues stakeholder comments/requirements to CR,

which are to be implemented within the next stage report.

Projects
Under

£100K
—

Projects
Over

£100K
—

%

UPA files report (and any other additional
information)

UPA distributes report (and any other additional
information) to the Client Services Unit (CSU) and
other nominated UoM stakeholders.

UPA will provide a deadline date for comments to
be completed (2 weeks).™

Stakeholder comments will be sent back to the CR
by UPA within 2 weeks.

Any additional comments received after this date
will be forwarded once received.

NB — For comments completed after initial
deadline date, the relevant stakeholder is
required to notify UPA to ensure they are issued.

"1 Best efforts shall be made to provide comments within the allocated time frame, however this cannot be guaranteed. Requests for comments in advance can also not be guaranteed.
"2 Refer to section 12.1.1, 12.1.2 and 12.1.3 of EPM PM7


mailto:RIBA@manchester.ac.uk

