
Project Management 
Office HandBook

April 2020



2   

Acknowledgements

This publication was produced by LSHTM  
Project Management Office, January 2020.

The team members who contributed with content and 
feedback were:  Akheam Fox; Caroline Chipperfield; Harry 
Bradshaw; John Starmer; Lydia Calder; Mary Ndira; Matthew 
Cooper; Parvinder Sodhi; Richard Garfield; Sara Peres Dias; 
Stephen Pullen; Valerie Crepin 

For any queries and further information please contact:

Stephen Pullen | HEAD OF THE PMO
stephen.pullen@lshtm.ac.uk

Sara Peres Dias | PMO GOVERNANCE OFFICER
sara.dias@lshtm.ac.uk

mailto:stephen.pullen@lshtm.ac.uk
mailto:Sara.Dias@lshtm.ac.uk


10  - PMO Operations

RIBA OVERVIEW

The RIBA Plan of Work is a matrix produced by the Royal 
Institute of British Architects (RIBA) in which roles, 
stages, and activities are foreseen in all the phases of a 
construction project. Its first version dates from 1963 
although this plan has evolved through the years – the 
latest version dates from 2013 and is the one LSHTM 
uses as a standard and common base of understanding 
when implementing any large complex Estates project.

On any Strategic Estates Project developed by 
the PMO – the RIBA Plan of Work is the underlying 
framework defining the project lifecycle. It constitutes 
a framework that clearly identifies a standard vision for 
the management of design and construction projects. 
It comprises different work stages that define types 
of activities, designated payment stages, and team 
members’ responsibilities.

This working plan reflects up-to-date regulatory 
requirements as well as the industry and government 
regulations according to the British Standards.

During the first stage, Preparation and Brief, the team 
should ensure that the concept design is finalised, 
including outline proposals for structural design, 
building services systems, outline specifications, and 
preliminary cost information along with relevant project 
strategies in accordance with the Design Programme. It 
is also the time to continue and agree on alterations to the 
brief and to issue the Final Project Brief.

Stage two, Concept Design, refers to the finalisation of 
a more detailed plan. In this stage it is expected that the 
developed design will be finalised, including coordinated 
and updated proposals for structural design, building 
services systems, outline specifications, cost information, 
and  project strategies  in accordance with  the design 
programme.

Moving forward to stage three, Develop Design, - this 
is where it is expected that the finalised technical 
design will be delivered. The technical design should be 
prepared in accordance with  the Design Responsibility 
Matrix  and  Project Strategies and should include all 
architectural, structural and building services information, 
specialist subcontractor designs, and specifications, in 
accordance with the design programme.

After stage four, Technical Design completion, and 
all formalities approved and validated, stage five, 
Construction itself, can start. At this point, off-site 
manufacturing and on-site  construction will begin  in 
accordance with  the construction programme. The 
project manager and team will work to resolve design 
queries/issues as they arise.

The sixth stage refers to the Handover and Closeout of 
the project, when the construction project is finalised and 
delivered. In this final stage, some core activities should 
take place such as post-occupancy evaluation  and 
review of project performance as well as new duties that 
can be undertaken during stage seven, the In-Use period 
of a building. 

On the following pages, you can see the RIBA macro 
plan with all stages foreseen as well as specific activities 
that should be taken into consideration. Besides the core 
objectives of each stage, there are foreseen procurement, 
programme, planning and support tasks. This plan should 
complement the management of all Estates projects, 
providing detail on mandatory procedures according to 
the British Construction Standards.

Zero stage, Strategic Definition, is where a project is 
strategically appraised and defined before a detailed 
brief is created. This is particularly relevant in the context 
of sustainability, when a refurbishment or extension, or 
indeed a rationalised space plan, may be more appropriate 
than a new building.  When moving to Preparation and 
Brief, the idea is that in this stage the PM and project 
team can develop  project objectives including  quality 
objectives  and  project outcomes,  sustainability 
aspirations,  project budget, other parameters or 
constraints and develop the Initial Project Brief. It is also 
the stage where feasibility studies  and review of  site 
information is undertaken. 
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