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	Ministerial Office Accommodation
	This proposal no. relates to the Department of Public Works only

	Proposal - Preliminary  
	 FORMCHECKBOX 

	Final
	 FORMCHECKBOX 

	Proposal No. 
	

	
	
	
	
	
	

	Minister for
	     

	Address
	     

	Contact Name
	     
	Phone No
	     
	Fax No

Email
	     
     

	Request Type (mark applicable box)
	

	 FORMCHECKBOX 

	Change of furniture (eg. new desk)
	 FORMCHECKBOX 

	Change of floor plan/office layout

	 FORMCHECKBOX 

	Change of finishes (eg. carpet)
	 FORMCHECKBOX 

	Other
	     

	Business Case Statement/Reason for Change   

     

	Project Scope (eg. remove wall, new chairs x 6, new carpet)

     

	 

	Estimated cost 
	Subtotal:        
$      
Prof Fees:
        
          

GST: 

                               

Contingency:
           

Total:   

                          
	Final cost
	Subtotal:       
 $      
Prof Fees:
                     

GST:

                               

Contingency:
           

Total:

                              

	Funding source
	     
	No of staff in area to be modified
	     

	Timeframe for completion
	     
	Employment in weeks
	     

	Work required is urgent
	 FORMCHECKBOX 

	Reason for urgency
	     
	Area m2       

	Approvals

	Section 1 - PRELIMINARY
	Section 2 - FINAL SUBMISSION

	
	     /     /     
	
	     /     /     
	
	     /     /     

	Signed by Agency

Name:      
Title:      

	Date
	Signed by Agency

Name:      
Title:      
	Date
	Signed by Ministerial Services Branch
	Date

	
	     /     /     
	
	     /     /     
	
	     /     /     

	Signed by Ministerial Services Branch
	Date
	Signed by D-G Department of Public Works
	Date
	Signed by Office of the Premier
	Date

	
	     /     /     
	APPROVAL PROCESS
1. For all projects complete Section 1.

	Signed by the Office of the Premier
	Date
	2. For all projects, complete Section 2 and include final estimates and sketches

	Note
This form must be completed for any office accommodation project for Ministerial office accommodation.  This form is not to be completed for minor works (eg. relocate power point) or minor maintenance works (eg. Repair hole in carpet).
	Comments:      


How to Submit form: Completed forms and any accompanying documents are to be signed by the delegated authority within the 
Client agency and forwarded by mail to:

Queensland Government Accommodation Office, Department of Public Works, GPO Box 2457, Brisbane  Qld  4001
Issued June 08


