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Project Initiation Form

Project Determination

Tenant Alteration 
Application

Minor Works
Application

   
   Kick-off Meeting
   Site Survey
   Preliminary Reviews 
      (as required)
   Contract Document Submittal
   Rider Comments
   Approved Design
   Approval to Construct

   Application Submittal
   Tenant Coordinator Review
   Approval to Install

   
   Inspections for Occupancy
   - Partial
   - Final
   Non-Conformance Report
   Temporary Certificate of 
      Authorization to Occupy  
      or Use
      (Phased)
   Final Certificate of  
      Authorization to Occupy  
      or Use

   Completion Letter
   Inspections (as required)
   Close-Out

   
   Pre-Construction Meeting
   Construction Activities
   Inspections
   - Preliminary
   - Special
   - Partial (No Occupancy)
   Non-Conformance Report
   Final Certification
   Record Documents

    
   Pre-Installation Meeting
   Installation
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Lease Negotiations
Start: New Tenant, or 

Existing Tenant with Change 
to Leasehold

Start: Existing Tenant 
No Change to Leasehold

New Tenant

Existing Tenant

Orientation 
Meeting

Lease 
Agreement
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Tenant Construction and Alteration Processes


