
Minor Works Process Flow (Rev1.0)
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Team

Mechanical 
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Minor Works Request Form 

Submitted by Customer

Minor Works Request entered 

into Log by Buildings and 

Estates (B&E) Help Desk and 

Assigned Minor Works 

Reference Number

Customer receives and email 

from 

BuildingsMaintenance@ul.ie

confirming receipt of Minor 

Works Request and informing 

Customer of Minor Works 

Reference Number

B&E determines if the work is 

allowable and feasible and also 

establishes what restrictions, if 

any, might apply when completing 

the work. 

Rejected By Buildings:

Customer receives an email 

from B&E outlining the 

reason for rejecting the 

Minor Works Request

Minor Works Reference: 19xxxx

We wish to acknowledge receipt of 

the attached Minor Works Request.

This request has been logged with 

the appropriate team(s).

Note: Minor Works Requests take at 

least one week to process before 

approval can be given.

Status of Minor Works - 'Under Preliminary Review' (UR)

Authorisation to Proceed:

Minor Works passed to B&E In-

House Primary Service 

Providers (PSPs) for pricing.

Status of Minor Works -

'Rejected by Buildings' (RB)

Architectural / 

Building Team

Others

Status of Minor Works - 'Awaiting Quotation' (AQ)

B&E, in liaison with the 

Customer, produces a 

specification for the works 

and identifies any specialist 

needs to be priced by 

'Others'. 

Each Team will review the 

Minor Works Request. They 

will determine if there is 

sufficient information to allow 

for pricing of the Minor Works. 

If not the Customer will be 

Requested for the Additional 

Additional Information 

Requested from Customer

Status of Minor Works -

'Awaiting Information' (AI)

All Information 

Received:

Once all information is 

received, the relevant 

Teams will price for the 

Minor Works.

Quotations Issued:

The relevant Teams including 

Others issue a quotation to the 

Customer. 

The Customer may receive up 

to four seperate quotations. 

Status of Minor Works - 'Awaiting 

Purchase Order' (AP)

If no quotation is issued to 

the Customer within 5 

working days from receipt of 

“final information date” then 

contact is to be made with 

Customer  and confirmed in 

Customer Issues Purchase Order / 

Authorisation to Proceed:

The relevant Teams commence the 

agreed specification for the works.

Status of Minor Works - In-Hand (IH)

Customer may decide to:

- Cancel the Minor Works (CC)

- Place the Minor Works On-Hold (OH) 

(Note: Quotations are Valid for 90 days)

- Proceed with the Minor Works and Issue 

a Purchase Order

Completion of Minor Works:

The relevant Teams will contact the 

Customer on Completion of the 

Minor Works.

If the Minor Work is not completed within 

5 working days, or an agreed schedule, 

from receipt of the urchase Order / 

“Authorisation to Proceed” then 

Customer is to be contacted and written 

record to be kept. 

Status of Minor Works - All Complete (AC)

Valid for 90 days:

If after 90days the relevant Teams have not 

received an Purchase Order / Authorisation 

to Proceed, then Customer is to be 

contacted noting that the Minor Works 

quotation is due to expire. 

Thereafter Status of Minor Works can be 

updated to Expired (EX)


