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Evidence Checklist for Design AOP 3
What do I need to provide in my design portfolio for Design Licence in AOP 3?

The Design licence in area of practice (AOP) 3 has five competencies – areas that reflect the skills and knowledge required by a competent person to be licensed in this class. Your assessor will look for broad evidence of your competence through your application and design portfolio. 

The following Table outlies the evidence/documentation folders required for each project.   
Please summarise the documents in each folder in the Summary of Contents column. 

Note: you can present further information from other projects at the assessment if your 2 selected projects do not fully cover all topics – this will be requested by your assessor. 

If you have been working on a very large project for a long time you may divide the project into stages and use each stage as a separate project. 

	PROJECT #

	Address

	Folder #
	Evidence/Documentation
	Summary of Contents 

	1.
	Outline of initial discussion, engagement options and general.
	

	2.
	Contract for services, engagement letter, fees and payment schedule.
	

	
	Design programme / time activity plan 
	

	
	Engagement and briefing of specialist consultants 
	

	3.
	Copy of design brief, budget etc.
	

	4.
	Details of site investigation, site levels, site services plan, consultants’ reports 
	

	
	Site / project regulatory requirements, communications with territorial Authorities.
	

	5.
	Design sketches
	

	6.
	Presentation documentation.
	

	7.
	Review of design
	

	8.
	Revision to design and design brief.
	

	9.
	Cost of construction analysis or 
Pre-construction cost estimate
	

	10.
	Any further scheme revisions.
	

	11.
	Approval of scheme concepts.
	

	12.
	Consideration of resource consent, district plan rules, Copy of resource consent.
	

	13.
	Developed design
	

	14.	
	Approval to proceed to contract drawings.
	

	15.
	Copy of full set working / building consent drawings (detailed designs) include consultants. – Consent approved 
	

	16.
	Copy of specification
	

	17.
	Copy of supporting technical data
	

	18.
	Integration of consultants documents 
	

	19.
	Documentation quality assurance procedures 
	

	20.
	Consent application and schedule of consented documents 
	

	21.
	Copy of council RFI’s (sample) 
	

	22.
	Copy of consent approval documents
	

	23.
	Copy of sent amendments (sample) 
	

	Competency Manage Construction design phase   

	24.
	Tendering procurement 
	

	25. 
	Building contract / insurances bonds etc
	

	26.
	Construction program
	

	27.
	Construction observation report / site meeting minutes (sample)  
	

	28.
	Contract variations (sample) 
	

	29. 
	Progress payment claim & retentions (sample)
	

	30.
	Completion processes
· Practical Completion 
· Defects list
· Final completion 
· As built drawings 
· Licenses ( if any) 
	

	31.
	Copy of Code Compliance Certificate (CCC) / CPU / PS4 Licenses etc
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