
 

Technical Project Management Scope of Work for Office Fit-
Out Projects 
 

STAGE I. Feasibility & Technical Lease Advice (Building Selection Phase) 
 

● Obtain clear project brief from Roche Workplace Team (WPS) and clarification of 

the requirements for the future property with regards to the following developed by 

the WPS:  

- Required area usage  

- Room types and purpose 

- Roche organisation profile and occupier adjacencies 

 

● Prepare draft Roche fit-out performance specifications to define the future fit-out 

level and gain approval from Roche Global Real Estate and Facilities. 

● When required and instructed by Roche, conduct and complete the Technical Due 

Diligence Questionnaire for the selected building and provide professional 

recommendations for any issues or potential risks identified, as well as 

recommendations on further actions with regard to the property examined.  

● Liaise with Roche and Roche appointed local brokers to ensure feedback from 

technical due diligence is taken into account during lease negotiations. 

● Finalise performance specifications for the preferred option, including building-

specific requirements. Prepare fit-out budget based on developed fit-out 

performance specifications. 

● Support negotiation with Landlords regarding the level of technical requirement 

conformity and ensuring lease terms incorporates Roche specific requirements. 

● Prepare a preliminary project schedule. 

● Work together with Roche H&S representative (SHE officer) to assess the 

shortlisted buildings against Roche Group SHE requirements.  

● Advise Roche on code, practice & regulations required to meet local country 

standards.  

● At the outset of the project, inform Roche and the Design Team of any regulatory or 

code requirements or constraints pertaining to the project site, which may affect its 

design and feasibility. 

● Obtain Building Rules and Regulations/Building Manual documents from the 

Landlord (specific to the property), evaluate and analyse requirements, and inform 

the Roche Design Team of any relevant information, building specific mandatory 

regulations, or restrictions; it is understood this will be compiled based on the 

understanding of the TPM of the contents of these documents. 

● Provide site floor plan and images of the existing conditions for reference 

● Provide information on the existing site and base build MEP infrastructure. Advise 

on MEP related restrictions or options available for the project execution.  
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STAGE II – Project Management 
Planning Phase 

● Prepare a project brief document and project organisation chart. 
● Develop a Project Execution Plan containing, at a minimum: 

- Contact list (project directory) 
- Project schedule 
- Project budget 
- Project reporting structure 
- Procurement strategy  
- Delegation of authority 
 

● Organise and lead regular project meetings; prepare and issue minutes within 48 
hours of meetings. 

● Organise meetings with the Landlord and ensure necessary approvals are obtained 
on layout and other related items. 

● Finalise project schedule and agree with Roche Project team. 
● Kick off risk register, action and issue tracker. 
● Draft a pre-construction Health & Safety plan with support from Roche SHE.  

Provide regular updates on this plan in monthly progress reports.  
 

Tender & Contracts Awarding 

● Prepare RFP and all tender documentation for required parties following 
procurement route agreement. 

● Organise and take part in tender interviews. 
● Develop evaluation matrix and seek approval from Roche procurement 
● Conduct technical evaluation. 
● Provide final recommendations for awarding the required contracts.  
● Prepare the contract documents and lead contract negotiations.  
● Advise on the necessity of appointing other parties if required (surveyors, 

consultants etc.), and managing this full process. 
● Ensure compliance with contractual obligations by the participants. 
● Plan for relevant Roche approvals to meet project deadlines, review time 

commitments with Roche. 
● As part of the tendering stage, ensure that the tendering companies provide 

evidence and records of H&S performance and have industry quality certifications in 
place i.e ISO 45001.  

● Ensure that the required insurances, certificates, permits and H&S Management 
Plans are provided and reviewed before commencement of works on site. 

● Where required by local country legislation ensure that a local H&S inspector is 
appointed e.g.- CDM Regulations in UK.  

● Manage risk register, action and issue tracker to ensure project teams are kept 
informed of their responsibilities. 

 

Design Phase 
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● Coordination of the planning process with designers and Roche team. 
● Ensure compliance with local statutory regulations and Roche directives. 
● Obtain landlord and Roche approval on schematic design. 
● Obtain landlord and Roche approval on developed design. 
● Ensure designer obtains all required statutory approvals. 
● Ensure all performance specifications and design brief requirements are 

incorporated. 
● Ensure Roche health and safety requirements are considered and incorporated in 

the H&S plan. 
● Based on developed design, finalise together with D&B contractor project budget 

and obtain Roche approval. 
● Value engineering of design specifications (if required) in order to accomplish the 

project within the approved budget. 
● Advise on the approval of provided samples; facilitate decision making process.  
● Organise and steer weekly project team meetings; issue minutes of meetings within 

48 hours of meetings. 
● Prepare regular project status reports on costs, schedule and quality. 
● Monitor project milestones to ensure key deadlines are met. 
● Manage risk register, action and issue tracker to ensure project teams are kept 

informed of their responsibilities. 
● Document specific requirements that are not already in the WPS report but are 

expressed by the local Roche team regarding the project, including but not limited 
to fit-out, and furniture procurement or reuse, whether expressed formally or 
informally. This should be documented and shared with the design team on a 
continuous basis to maintain consistent communication. 

● All relevant information to be documented by the TPM in a project kick-off brief to 
be shared with the design team during onboarding.  

 

Implementation Phase 

● Monitor contractor`s progress on site against key milestones. 
● Ensure all agreed performance specifications and design brief requirements are 

incorporated into the fit-out. 
● Obtain all required approvals from Roche in line with the agreed programme. 
● Lead coordination between project participants. 
● Manage the Change Control Process and gain all approvals before instruction is 

granted. 
● Collate and approve all project invoices and provide recommendations for payment. 
● Proactively address issues and provide recommended solutions. 
● Prepare and lead regular project meetings, issue minutes within 48 hours of 

meetings. 
● Regularly inform Roche about project progress and issues, provide regular status 

reports.  
● Manage risk register, action and issue tracker to ensure project team are kept 

informed of their responsibilities. 
● Ensure Risk Assessments & Method Statements (RAMS) are provided by 

Contractor/SubContractors and they are reviewed and approved by the identified 
Roche Group SHE representative.  
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● Establish the roles and responsibilities of Roche, the Professional Team, Contractor 
and specialist design Contractors.  

● Record & report against any near misses, first aid incidents, reportable incidents or 
environmental incidents and ensure these are recorded within the monthly report.   

● Throughout the project, ensure that any significant design changes are approved by 
the local regulatory body, e.g.- Building Control. 

● Attend site at least once a week to review progress, ensure that H&S is maintained 
to a high standard and obtain quality reports from Contractor’s site management. 

● When an incident occurs on site, immediately make the TPM’s Global Account 
Manager, local Roche SHE representative aware and also inform the Roche Project 
Manager and Roche Programme Manager of the incident with a detailed explanation 
report of how the incident occurred, measures that were put in place to avoid the 
incident, and steps taken to avoid recurrence in future.  

 
 

Furniture & Contract Tendering 
 

● Summarise furniture selection criteria. 
● Check furniture specifications prepared by architects. 
● Ensure approval of furniture specification by corporate architect. 
● Prepare RFP and all tender documentation along with Roche Procurement, and 

establish evaluation criteria and matrix. 
● Evaluate received bids. 
● Arrange shortlisted supplier show-room visits. 
● Support negotiations with the furniture provider. 
● Ensure furniture delivery terms are compliant with project timeline. 
● Coordinate furniture delivery with on-going fit-out works. 
● Accept furniture delivery and installation. 
● Ensure furniture cabling installation / IT connection and relevant vendor coordination. 

 
 

STAGE III  - Relocation 
Advice of Reinstatement Works (if applicable) 

● Review lease in both technical and commercial terms, including handover protocols, 
addendums, drawings, etc.  

● Evaluation of rights and obligations of lease (terms and conditions as well as 
dilapidations, renovation etc.). 

● Undertake joint inspection of current premises with tenant’s/landlord’s representative. 
● Review of current space in comparison to plans as attached to lease agreement. 
● Organise/Undertake condition report on the vacated property. 
● Define a dilapidation strategy based on lease terms including expiry date, break 

options, and indexation clause. 
● Prepare timeline for reinstatement works, if required. 
● Review and provide qualifications on Landlord’s 1st claim of reinstatement works to 

ensure best obtainable value for Roche. 
● If required by Roche, obtaining alternative offers for remediation claims. 
● Assist during handover of space. 
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Relocation Management 

● Prepare relocation plan (including removal instructions, timetable). 
● Run tender process for relocation companies together with Roche procurement. 
● Evaluation of tender returns, leading contract negotiation, assisting in selection. 
● Coordination of the move.  

 
Project Close-Out 

● Organisation of pre-handover with general contractor. 
● Organisation of IT handover. 
● Organisation of the final project handover documentation to Roche (as-built docs, 

equipment and material certificates, equipment manuals etc). 
● Check and advise on warranty periods. 
● Prepare defects list and monitor their rectification. 
● Check final invoices, provide recommendations for payment. 
● Preparation of project close-out report including lessons learned workshop. 
● Ensure there is a clearly identified list of any H&S equipment to be provided by either 

the Contractor, Sub-Contractor or Roche at handover.  
● Ensure final copies of the as-builts, O&M Manuals, H&S file, and residual risks 

register have been reviewed and approved by the appropriate Design/Team 
Members/Group SHE.  

● Ensure regulatory parties have provided certification e.g., Fire Officer, Building 
Control, Security, Construction Design Manager or Principal Designer, and both 
digital and hard copies are shared with Roche.   

● Where required, make sure that Roche’s Facilities Team/Local Project Manager are 
provided with Health & Safety Training and all other training for the newly completed 
project.  

 

At All Stages: 
 

● Monitor and report on project timeline, budget, and changes. 
● Maintain Risk register, Action and Issue Tracker. 
● Inform Roche about project issues and deadlines in a timely manner. 
● Allocate sufficient timing for Roche`s approval process. 
● Ensure all required Roche approvals are obtained in a timely manner. 
● Ensure compliance with project governance procedures by all project participants 
● Organisation of the weekly meetings and issue of minutes within 48 hours of 

meeting. 
● Coordination of ongoing activities between all project participants, including brokers, 

workplace strategy consultants, Landlord, Roche internal team, designers, general 
contractor and other contractors. 

● Ensure compliance with Roche H&S Guidance and SHE Directives.  
● Provide support with insurance claims where required. 
● Facilitate, set up and manage early warning and risk management meetings.  
● To ensure project continuity and a secure audit trail, maintain a master folder of all 

relevant project correspondence and documentation (from inception to closeout), a 
copy of which will be made available to Roche at the end of each project at closeout 
stage. 
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 Optional Services 

Multimedia Contract Tendering 

● Summarise multimedia equipment needed, and scope. 
● Prepare a budget for multimedia installations. 
● Identify potential contractors. 
● Prepare request for bids documentation with Roche Procurement. 
● Obtain bids from 3 multimedia suppliers.  
● Evaluate received bids, provide a recommendation on the basis of weighted criteria. 
● Support negotiations with the multimedia provider. 
● Ensure delivery terms are compliant with project timeline. 
● Coordinate delivery and installation with on-going fit-out works.  

 

Security Installation Tendering 

● Summarise security installation equipment needed and the selection criteria. 
● Determine quantity and prepare a budget for security installation. 
● Identify potential contractors. 
● Prepare requests for bids documentation. 
● Obtain bids from 3 multimedia suppliers. 
● Evaluation of received bids, provide a recommendation on the basis of weighted 

criteria. 
● Support negotiations with the security provider. 
● Ensure delivery terms are compliant with project timeline. 
● Coordinate delivery and installation with on-going fit-out works. 

 


