
Procurement schedule process example  

 

Step 1: The master material specification is available in Webforum. This may be set as a read-only 

document for all Subcontractors to use and reference. 

Part 5.  Plasterboard  

The plasterboard shall meet the following standards and provide the following performance 

characteristics; 

- Class 0 plasterboard in accordance with British regulations  

- Size 3,000 by 1,200mm by 15mm 

- Moisture resistant 

- Fire resistant  

Step 2: The Subcontractor wishes to add a material request for some plasterboard. 

A new document is added by the Subcontractor for the material request. It is added as a ‘Materials 

Request’ document type and the suggested item name and other details are added. 

 

Step 3: The document can now be found with other materials requests in the document archive 
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Step 4: A brochure of other supporting document can be attached to the specification 

 

Step 5: The Subcontractor submits proposed materials for approval 

Select Start Approval, select approvers, message and link to master specification. 

 

Approver(s) receive emails informing them they have a document for approval 

Step 6: Design team approvers then can review the subcontractors request, provide any comments, 

either approve or reject. 
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Step 7: The Subcontractor then finishes the approval process once they have received the approvals 

they need to carry out the procurement. 

 

Step 8: The Subcontractor then updates the attributes to reflect the order they have made (quantity 

and order date) 

 

Step 9: Delivery date can be updated and an additional approval or review could be initiated once 

the materials have been delivered and inspected. 
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Ongoing monitoring by project director. Searches can be carried out on all materials by 

subcontractor, project, project phase or any other attributes to determine how the procurement 

process is progressing. 

 

Audit trail of approvals given held on each document in the review history. 

 

 


