CLIENT DUTY AWARENESS CONFIRMATION PROCEDURE
Building Regulations 2010 (as amended following the Building Safety Act 2022)
	Company
	XXXX Ltd
	Document Ref.
	BSA-01

	Issue Date
	1 August 2026
	Version
	1.0

	Review Date
	1 August 2027
	Owner
	Managing Director


1. Purpose
This procedure sets out how XXXX Ltd verifies, before starting any design work or building work, that the Client is aware of the duties owed by the Client under the Building Regulations 2010, as amended following the Building Safety Act 2022. The purpose is to create a clear pre-start hold point and an auditable record demonstrating that the Company is satisfied that the Client has been made aware of those duties.
2. Scope
This procedure applies to projects in England where XXXX Ltd undertakes design work and/or building work to which the Building Regulations apply. It applies whether the Company is appointed as a Designer, Contractor, Principal Designer or Principal Contractor.
3. Client duties to be confirmed
The Client is to be made aware, as applicable to the project, that their Building Regulations dutyholder responsibilities include:
making suitable arrangements for planning, managing and monitoring the project so that the design work and building work comply with the relevant requirements;
allowing sufficient time and resources for the work to be carried out compliantly;
providing relevant building and project information to designers and contractors;
taking reasonable steps to appoint persons and organisations with the necessary competence and organisational capability;
where required, appointing a Principal Designer and Principal Contractor in writing and ensuring appropriate cooperation, communication and coordination between dutyholders.
4. Pre-start verification procedure
1. Identify the Client and dutyholder structure: At tender, appointment or pre-construction stage, the Project Manager/Contracts Manager will identify the Client and establish whether a Principal Designer and/or Principal Contractor has been appointed.
2. Provide or confirm dutyholder information: The Client will be issued with the Company’s Client Duty Awareness Confirmation Letter, or the duties will be explained and recorded during a pre-start meeting. Where the Principal Designer or Principal Contractor has already briefed the Client, written confirmation from that dutyholder may be accepted as supporting evidence.
3. Obtain confirmation: Confirmation must be obtained before XXXX Ltd starts relevant design or building work. Acceptable evidence includes: a signed Client confirmation; an email from the Client; signed pre-start meeting minutes recording the Client’s confirmation; or written confirmation from the Principal Designer/Principal Contractor confirming that the Client has been briefed and is aware of their duties.
4. Review the evidence: The Project Manager/Contracts Manager will review the confirmation and any project appointments. The Company must be satisfied that the evidence is clear, relates to the specific project and demonstrates that the Client has been made aware of their duties.
5. Record the verification: The evidence will be saved within the project file/compliance records. The pre-start checklist will record the date, method of confirmation, person providing the confirmation and the person within XXXX Ltd who verified it.
6. Authorise start: Only once the verification has been completed and recorded may the relevant design or building work commence.
5. Pre-start hold point
NO DESIGN OR BUILDING WORK IS TO START until the Company is satisfied that the Client is aware of their applicable Building Regulations duties and the evidence has been recorded. If adequate confirmation cannot be obtained, the matter must be escalated to the Managing Director and the start of the affected work delayed until the requirement is satisfied.
6. Records to be retained
Client Duty Awareness Confirmation Letter or email response;
pre-start meeting minutes, where used;
written confirmation received from the Principal Designer or Principal Contractor, where applicable;
copies of relevant dutyholder appointments where available;
completed project pre-start checklist / compliance record.
7. Responsibility and review
The Project Manager/Contracts Manager is responsible for completing the project-level check. The Managing Director has overall responsibility for implementation of this procedure. The procedure will be reviewed annually, or sooner following a relevant legislative or regulatory change.


CLIENT DUTY AWARENESS - PRE-START VERIFICATION RECORD
	Project / Site
	

	Client
	

	Principal Designer (if applicable)
	

	Principal Contractor (if applicable)
	

	XXXX Ltd role
	

	Confirmation method
	

	Date confirmation obtained
	

	Verified by
	



Evidence obtained (tick as applicable):
☐  Signed Client confirmation letter
☐  Email confirmation from Client
☐  Pre-start meeting minutes
☐  Written confirmation from Principal Designer
☐  Written confirmation from Principal Contractor
☐  Other: ______________________________
Verification decision: ☐ Satisfactory - work may commence    ☐ Not satisfactory - work must not commence
Comments / outstanding actions:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


Subject: Confirmation of Awareness of Client Duties - Building Regulations / Building Safety Act 2022
Dear [Client’s Name],
As part of our pre-start compliance arrangements, and before we commence relevant design or building work on the project, XXXX Ltd is required to be satisfied that you, as the Client, are aware of the duties owed by you under the Building Regulations 2010, as amended following the Building Safety Act 2022.
Please confirm that you understand that, as Client, your duties include, where applicable:
making suitable arrangements to plan, manage and monitor the project so that the design and building work comply with the relevant Building Regulations;
providing sufficient time and resources for the project to be delivered compliantly;
providing relevant building and project information to designers and contractors;
taking reasonable steps to appoint competent designers and contractors with appropriate organisational capability; and
where more than one designer or contractor is involved, making the required Principal Designer and Principal Contractor appointments and enabling cooperation between project dutyholders.
Please confirm your awareness by signing the declaration below and returning it to us. Alternatively, confirmation may be recorded in agreed pre-start meeting minutes or provided in writing by the appointed Principal Designer or Principal Contractor where they have confirmed these duties with you.
Client Confirmation
I confirm that I am aware of the duties applicable to the Client under the Building Regulations 2010, as amended following the Building Safety Act 2022, for the project identified below.
	Project / Site
	

	Client / Organisation
	

	Name
	

	Position
	

	Signature
	

	Date
	



Yours sincerely,
Name
Managing Director
XXXX Ltd
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