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Appendix B
(PNAP APP-147)

Requirements and Guidelines for Plans and Documents

Submitted under the Minor Works Control System
To facilitate the processing of plans and documents submitted, the following requirements and guidelines should be met:

1.
Every plan and section of minor works must be drawn to a ratio of not less than 1:100.  Every block plan must be drawn to a ratio of not less than 1:500, B(MW)R section 38 refers.

2.
Photographs to be submitted should clearly show the physical conditions of the premises immediately before the commencement and after the completion of minor works, B(MW)R sections 30(b), 31(b), 32(b), 33(b), 34(b), 35(b) and 36(c) refer.  These photographs should be taken from the same angle to facilitate the processing of the submission.  A mark should be indicated on plans showing the angle of photo-taking with photo numbers.
3.
The AP should provide clearly the location and address of the minor works or the prescribed building or building works on plans and documents.  The address of the premises shown on the “Demand for Rates and/or Government Rent” issued by the Rating and Valuation Department is recommended.

4.
All supplementary documents should be submitted with the standard form MW33.

5.
Coloured plan with size of not larger than A3 size is recommended.

6.
The PBP shall refer to paragraphs (1) – (3) in Appendix A of PNAP ADM-10 for general guidelines on drawing standards, except that paragraph 3(i) is only applicable to plan with size larger than A3 size.

*
For effective communication, the PBP and PRC should ensure that their contact information as recorded in the Registration Unit of the BD is correct and updated.
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