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Template ID and instructions for using the template
Template ID: The QPulse ID for this template is: PCMT_009
If this is your first time completing this activity brief template, or if you need reminding of what goes in the different sections, go to: 
Where to save? Save your work in the project server activity site.
Footers: Add the version number and date. Remove the yellow highlight from the footers. 
The document ID will update with the new Woogle document ID number. The update is not instant, there is a delay. Please leave the document ID.  
When you have finished the first draft of your activity brief
1. Check the footer has the correct date and version. 
2. Remove yellow highlighted instructions and information, including these instructions. 
Note: You can refer to a new version of this template if you can’t remember what to do next. 
3. Check appendices are referenced correctly throughout the document, including table of contents. 
4. Check page breaks. 
5. Update the table of contents, list of tables and appendices. 
(Click under the heading, where the list is shown, and press F9. Then select update entire table). 
6. Update version numbers between each person looking at the brief. 
When the approver uses their electronic signature for approval, update the version number to 1.0 in the footer and complete the revision history table.  
7. Convert the activity brief into a PDF file. 
8. Convert the information in the appendices into PDF versions. 
9. Collate the PDF activity brief and appendices into one PDF document. 
Note: In the project server activity site you should have these documents:
· Original word version of the activity brief and original versions of the appendices 
· PDF versions of the activity brief and the appendices 
· A PDF version of the activity brief and the appendices combined. 
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1 [bookmark: _Toc185244322]Purpose of activity brief 
The purpose of this activity brief is to …
This activity brief does not …
[bookmark: _Toc185244323]Activity definition 
[bookmark: _Toc185244324]      Investment case 
[bookmark: _Toc96355208][bookmark: _Toc96421403][bookmark: _Toc53990519][bookmark: _Toc93051696][bookmark: _Toc185244325]LGA / Investment Portfolio Element
[bookmark: _Hlk96410284][bookmark: _Toc96352733]This project Choose an item. included in the LTP.  Refer to Appendix A for evidence of funding allocation / funding approval.  The local government act funding classification for this project is  Choose an item. and the investment portfolio for this activity is Choose an item. 
[bookmark: _Toc185244326]Customer outcomes and service goals
The primary and secondary customer outcomes and service goals linked to this activity are shown in the table below. 
[bookmark: _Toc185244411]Table 1: Customer outcomes and service goals  
	Primary customer outcome
	Choose an item.
	Primary goal
	
	Choose an item.
	Secondary customer outcome
	Choose an item.
	Secondary goal
	
	Choose an item.

Source: Approved Service Goals and KRA wording document

[bookmark: _Toc185244327]Service objectives and performance measures 
The primary and secondary service goal objectives and performance measures are shown in the table below. 
[bookmark: _Toc185244412]Table 2: Service objectives and performance measures 
	Primary service objective 
	Choose an item.
	Primary performance measure 
	Choose an item.
	Secondary service objective 
	Choose an item.
	Secondary performance measure 
	Choose an item.

Source: RAMP – Part 1 Strategic Asset Management Plan
[bookmark: _Toc185244328]Service goal risk score. 
This activity has a service goal risk score of Click or tap here to enter text. out of 25. 
The service goal risk score is worked out by probability x consequences. 
The table below shows the probability and consequences rating. 
[bookmark: _Toc185244413]Table 3: Service goal risk assessment
	[bookmark: _Hlk102736171]Score component 
	Inherent Risk 

	Residual risk 
	Comment on rating

	Probability 
	
	
	

	Consequence
	
	
	

	Risk
	
	
	


Source: Simple scoring tool


[bookmark: _Toc185244329]Background  

Why is this activity needed?

What is the problem?

Photo of asset
[bookmark: _Toc185244414]Table 4: Photographic evidence
		
		
		


Location map 
[image: ]
Figure 1 - Location of the project
Network diagram. 
[bookmark: _Toc96421408][image: ]
Figure 2 - Network diagram 
[bookmark: _Toc185244330]Project Drivers
[bookmark: _Toc132286603][bookmark: _Toc185244415][bookmark: _Hlk96414821]Table 5: Project drivers 
	Drivers
	Description

	Asset condition
	

	Maintenance and repairs 
	

	Asset performance
	

	Customer complaints
	

	Growth
	

	Incidents
	

	Environmental impacts
	

	Cultural impacts
	










[bookmark: _Toc185244331]Activity objective 

[bookmark: _Toc185244332]Performance requirements and design criteria 
[bookmark: _Toc185244333] Scope of work 
Key activities in scope

Key activities out of scope

[bookmark: _Toc185244334]Key dates

[bookmark: _Toc96421414][bookmark: _Toc185244335]Cost estimate
Total cost estimate
The Level 1 total cost estimate is $
The cost estimate was based on the template in the Cost Estimation Manual. 
For a breakdown on this estimate, refer to Appendix B: Cost estimate. 
Breakdown of physical works estimate 
The Level 1 cost estimate for the physical works is shown in the table below. 
[bookmark: _Toc185244416]Table 6: Breakdown of physical works estimate 
	Description
	Estimate

	PRELIMINARY AND GENERAL
	 

	GROUND INVESTIGATION
	 

	CONSTRUCT SEWER PIPES
	 

	CONSTRUCT SEWER PIPES - TRENCHLESS
	 

	FITTING
	 

	MANHOLE
	 

	CONSTRUCT LATERALS
	 

	ASSOCIATED DRAINAGE WORKS
	 

	TESTING
	 

	REINSTATEMENT
	 

	MISCELLANEOUS ITEMS
	 

	VARIATIONS
	 



How the physical works estimate was arrived at 

[bookmark: _Toc185244417]Table 7: Total Physical works
	Description
	Estimate

	Construction 
	 



How the consultancy fee estimate was arrived at  

[bookmark: _Toc185244418]Table 8: Total consultancy Fee
	Description
	Estimate

	Consultancy fee 
	 



How the management fee estimate was arrived at 

[bookmark: _Toc185244419]Table 9: Wellington management fee
	Description
	Estimate

	WWL Management Fee 
	 



How the contingency estimate was arrived at  

[bookmark: _Toc185244420]Table 10: Total estimate of contingency
	Description
	Estimate

	Contingency cost
	 



[bookmark: _Toc185244336]Significant risk
[bookmark: _Toc185244337]Health and safety
An initial safety in design health and safety risk assessment has been undertaken. 
To see this initial risk assessment, refer to Appendix C: SID H&S risk assessment.
The known significant health and safety hazards and issues, as identified in the assessment are:
· 
· 
· 
· 
Note: 
· The SID H&S risk assessment is a living document.
· It will be updated throughout a project. 
· The appendix shows the initial risk assessment as at the date of this activity brief. 
· The current SID H&S risk assessment will be in the Woogle project site. 
[bookmark: _Toc185244338]Environmental risks
The initial environmental risks identified are: 
· 
· 
· 
[bookmark: _Toc185244339]Project risks 
The initial project risks identified are: 
· 
· 
· 
[bookmark: _Toc185244340]Considerations

[bookmark: _Toc185244341]Design considerations.

[bookmark: _Toc185244342]Communication considerations 

[bookmark: _Toc185244343]Other considerations

[bookmark: _Toc185244344]Stakeholders 
[bookmark: _Toc185244345]Internal stakeholders
The internal stakeholders for this activity are shown in the table below. 
[bookmark: _Toc185244421]Table 11: Internal stakeholders 
	Name
	Contact details 
	Role
	When to contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc185244346]External stakeholders 
The external stakeholders for this activity are shown in the table below. 
[bookmark: _Toc185244422]Table 12: External stakeholders 
	Name
	Contact details 
	Stakeholder 
	When to contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc185244347]Existing information 
[bookmark: _Toc185244348]Document location and links. 
[bookmark: _Toc185244349]Where project documents are stored
When the project for this activity brief is initiated, Wellington Water will provide the project manager with a link to the project server site. 
All documents relating to the project, including this activity brief, will be stored in that site. 
[bookmark: _Toc185244350]Approved products, standards, and specifications 
The Wellington Water approved products, standards and specifications are listed on the Wellington Water website. 
Standards and specifications
[bookmark: _Toc185244351]Other relevant documents
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[bookmark: _Toc72739233]Appendix A: Project Approvals for LTP
Please include evidence of funding in LTP or approval to fund this project in the LTP (from Service Planning). 




[bookmark: _Toc72739234]Appendix B: Cost estimate 





[bookmark: _Toc72739235]Appendix C: SID H&S risk assessment
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