
Housing + Investment

SURVEYING
Monitoring and 

control

CSC
Repairs and 

Void Team

Email
Website 

Form
Phone Inbox

Assign Surveyor                                       

(Principal Designer - CDM)

ADD TO 

TRACKER

Initial Site Visit & Consultation 

Record works / actions required (use 

checklist and report template)

Report R&V actions 

onsite and agree 

appointment date 

with tenant 

Produce Pre-construction 

information document - PCI

ADD TO 

TRACKER

Co-ordinate works between D&M 

contractor and Dirtect Services 

Procure Works (allow 10 day  

quotation return period) / place order

Receive Construction Plan from 

Contractor 

Start Works
ADD TO 

TRACKER

Check Works on site 

Carry out inspection following 

contractor / others confirmation of 

completed works

ADD TO 

TRACKER

DRAFT DAMP & MOULD DELIVERY PROCESS

Contact customer - confirming start date(s)

Contact Customer (letter - template) 

confirming completion of works. Update 

actions report issued with confirmation letter.  

This is to show any changes to the original 

report.  Include satisfaction survey
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RECEIVE ENQUIRY

Acknowledge enquiry - Contact customer by 

phone/letter (Include Damp and Mould advice 

Information Pack and / or direct to website)

2 Weeks
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Book Surveyors appointment for initial visit - 

This may be done at the same time as the 

acknowledgement

Send out letter (template) and report  to 

customer confirming agreed actions and 

timescales

NOTE: This may be a bespoke letter depending 

on what has been discovered

TECHNICAL SUPPORT Tenant

Check completion of R&V 

actions via Northgate

Obtain information from customer to ensure that 

enquiry is directed to correct team. Refer customer to 

website and available advice
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COMPLETE!!

TIMESCALES

5 Working 

days

6
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Notify action required by 

others e.g. R&V, Tenancy.

Completion of actions 

confirmed
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