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CONTROL PACK (FREE)
Clarity. Control. Delivery.

Use these templates to stop scope creep, tighten contractor control, and run a proper weekly cadence.



How to use this pack (10 minutes)
1) Copy this file and fill the templates in order: Scope Builder -> Change Request -> Weekly Update -> Scorecard.
2) Run a weekly 30-minute control call with your contractor (same day/time each week).
3) Keep everything in one folder: photos, drawings, quotes, change requests, and weekly updates.
4) Rule: if it is not written down and agreed, it does not exist.
Suggested weekly cadence
• Monday: contractor submits plan for the week + labour forecast.
• Mid-week: quick check-in (10 mins) if access/permits are tight.
• Friday: issue Weekly Client Update + scorecard + any change requests.
Tip: Use the wording in these templates as-is. It is designed to remove ambiguity.


Template 1: 1-page Scope Builder
Fill this in before you request any quote. Attach drawings/photos if you have them.
	Project / Site
	[Insert address / site location]

	Client
	[Name + contact]

	Contractor
	[Name + contact]

	Objective
	[What does success look like?]

	Scope - Inclusions
	1) 

2) 

3)



	Scope - Exclusions
	1) 


2) 

3)



	Assumptions
	1) 
2)

	Constraints
	Access hours, noise limits, neighbours, permits, parking, etc.

	Materials / Specifications
	Brands, finishes, tolerances, standards, warranties required.

	Interfaces / Dependencies
	Other trades, utilities, inspections, lead times.

	Client Responsibilities
	Access, information, approvals, timely decisions, payments.

	Contractor Responsibilities
	Method, H&S, quality control, protection of existing, waste removal.

	Quality / Acceptance Criteria
	Snag standard, test certificates, commissioning, handover pack.

	Programme Milestones
	Start: 
Key milestone: 
Completion: 

	Payment Milestones
	Deposit: 
Interim: 
Completion: 

	Change Control Rule
	Any change must be raised on Template 2 and agreed (time/cost) before work proceeds.

	Sign-off
	Client name/sign/date: 
Contractor name/sign/date: 



Optional: Add a simple sketch/photo markup showing exactly what is included.


Template 2: Change Request (Variation) Form
Use this anytime scope changes or a surprise is found. No form = no change.
	Change Request ID
	CR-001

	Date Raised
	[DD/MM/YYYY]

	Raised By
	[Name / company]



	Description of Change
	[What is changing and why?]



	Reason (tick)
	☐ Client request  ☐ Design development  ☐ 


Unforeseen condition  ☐ Compliance  ☐ Other




	Impact - Cost
	£[ ] (labour/materials/plant) + VAT (if applicable)



	Impact - Time
	[ ] working days / revised completion date: [ ]




	Impact - Quality / Spec
	[Any change in finish, warranty, standard?]





	Options (if any)
	Option A: £ / days


Option B: £ / days



	Quote / Evidence Attached
	☐ Photo  ☐ Drawing  ☐ Supplier quote  ☐ Breakdown

	Decision Required By
	[DD/MM/YYYY]

	Approval
	Client: Approved / Rejected (circle)  


Name/Sign/Date:

Contractor: Name/Sign/Date:




	Instruction
	Work must not proceed until approved in writing.


Template 3: Weekly Client Update (1 page)
Send this the same time every week. Keep it factual and short.
	Project
	[Name / address]

	Week Ending
	[DD/MM/YYYY]

	Overall Status (RAG)
	☐ Green (on track)  ☐ Amber (at risk)  ☐ Red (off track)

	Progress this week
	• 
• 
•


	Plan next week
	• 
• 
•

	Decisions needed from client
	1) 
2)

	Risks / Issues (top 3)
	1) Risk/Issue:


 Mitigation: 
2) 
3)

	Changes this week
	CRs raised/approved: CR-__ / CR-__
Cost/time impact summary:

	Commercial
	Paid to date: £[ ]
Outstanding: £[ ]
Forecast at completion: £[ ]

	Quality / Snags
	Snags raised: [ ]
Snags closed: [ ]
Notes:







	Photos / Evidence
	[Insert link to folder / attach key photos]




Template 4: Contractor Performance Scorecard (Weekly)
Score 1-5 (1 = poor, 3 = acceptable, 5 = excellent). Use this to drive behaviour.
	Category
	Score (1-5)
	Evidence / Examples
	Actions / Owner / Due

	Safety & site control (housekeeping, access, protection)
	[ ]
	[ ]
	[ ]

	Programme reliability (does the plan happen?)
	[ ]
	[ ]
	[ ]

	Quality (first-time right, snags)
	[ ]
	[ ]
	[ ]

	Communication (updates, responsiveness)
	[ ]
	[ ]
	[ ]

	Commercial discipline (quotes, breakdowns, change control)
	[ ]
	[ ]
	[ ]

	Resource management (labour levels, supervision)
	[ ]
	[ ]
	[ ]

	Client impact (noise, neighbours, cleanliness)
	[ ]
	[ ]
	[ ]



Trigger points:
• If any category is 2 or below: agree a corrective action within 48 hours.
• If 2 or below repeats for 2 weeks: issue a formal notice / consider replacement.


Optional add-ons (use if you want more control)
A) Kick-off agenda (30 minutes)
1) Confirm scope (Template 1) and exclusions.
2) Confirm programme milestones and access constraints.
3) Confirm communication rules (Template 3 weekly update cadence).
4) Confirm change control (Template 2) and approval authority.
5) Confirm quality standard and handover requirements.
6) Confirm payment milestones and evidence required for payment.

B) Decision log (simple)
	Date
	Decision
	Options considered
	Owner
	Due

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
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