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11.1 APPENDIX 
Approval Process



Design Guide and required documentation to be issued 
prior to launch meeting with Brand Partner

STAGE 1: LAUNCH

STAGE 2: AESTHETICS
The approval of the design concept, it is understood 

that not all the details may be resolved yet. 

STAGE 4: PRE-START
To be undertaken on site at least 7 days prior to the 

start on site.

STAGE 6: CONSENT TO TRADE

Brand Partner to submit aesthetic design drawings

Landlord’s Solicitor to issue the Licence of Alterations 
following the Full Consent to Trade Certifi cate 

STAGE 3: COMPLIANCE
The approval of the technical aspects of the works.

STAGE 5: CONSTRUCTION

Brand Partner to submit compliance drawings

Brand Partner to submit RAMs and Insurances to 
Centre management via Riskwise.

Brand Partner to complete all construction works 
inline with approved documents.

Brand Partner to receive a consent to trade by Retail 
Design Team at handover if works comply with all 
approved drawings, all requirements have been met 

and snagging has been completed.

STAGE Brand Partner

Retail Design Team to grant stage 2 approval.

Retail Design Team to review and comment

Retail Design Team to review and comment 

Landlord representative to inspect site and issue 
snagging report

Retail Design Team

Retail Design Team to discuss ideas and 
requirements with Brand Partners

Retail Design team to grant stage 3 approval.

If being dealt with inhouse - Landlord to issue a 
Letter of Consent for the works.

Attend an on site Pre-Start Meeting with Design 
Team, Centre Management & Contractors

Attend an on site Pre-Start Meeting with Design 
Team, Centre Management & Contractors

Retail Design Team to attend handover to inspect in 
order to issue consent to trade certifi cate

Roles & Responsibilites Roles & Responsibilites
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Landlord Approval Process - STAGE 3: Compliance 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 OUTLET 
  STAGE 6: Consent To Trade

Location: Unit Number:

Brand Partner: Proposed Trading Date:

APPLICANTS DETAILS:

Name and email address 

Company Address:

Telephone Number:

1 We are presenting the above unit as complete and seek permission to trade.

Place 
Tick 

Certification C1
Refer to Certification Page C2

C3
C4
C5

Electrical E1
E2

Fire F1 Store Fire Risk Assessment
Store Fire Log Book

HVAC H1 Staff Training completions
H2 Copy of Maintance contract

Water WA1 Confirmation that water supply by laws have been statisfied 

Security S1

Waste W1
W2

Others O1
O2 Safety Signs/ info in place
O3 Confirmation all planning conditions have been discharged
O4
O5
O6
O7
O8

Utilities

Gas U1
Water - Mains U2
Electricity U3

Comments/Action at Handover 1
2
3
4
5

Permission Granted to Trade: Y/N Date

Signature IDL 

Signature Centre Manager 

All Electrical equipment has been PAT tested
Completion of Staff Training

Property

We confirm that all the works have been carried out as detailed on the design drawings and in accordance with the conditions set out in the

Landlords Consent and to all current British standards and legislation.

NAME ---------------------------------------- DATE---------------------SIGNED -------------------------------- by tenant

2

Meter Reading

Miscellaneous

Mechanical

Building Control Completion Certificate

Electrical
Life Safety

Documentation Required 

Door Openers Installed

Serial No Location

Copy of Shopfitters Snagging list 
Copy of Plant Maintenance Agreement

All Staff briefed on security arrangements, and what to do in case of emergency

USB x 2 With copies of all documentation including O & M Manuals and As Built Drawings
Asbestos Clean Air Certificates (if applicable)

Briefed on and understand the Recycling/Waste Programme
FOG Audit



 OUTLET 
  STAGE 6: Consent To Trade

Document/ Deliverable: Document Number/s Issued By? Date

ELECTRICAL (Must be provided by an NICEIC approved Contractor and 

All must be signed under the appropriate heading)
Certificate number Issuing company name 

Electrical Installation Certificate BS 7671

Emergency Lighting Completion Certificate BS 5266

Emergency Lighting Design - Declaration of Conformity BS 5266

Emergency Lighting Installation - Declaration of Conformity BS 5266

Emergency Lighting Verification - Declaration of Conformity

Emergency Lighting Photometric Design Data BS 5266

Portable Appliance Testing certificate

PAT testing of all electrical equipment

Completion of Staff Training Completion - -

LIFE SAFETY SYSTEMS Certificate number Issuing company name 

Fire Alarm Certificate (Design) BS 5839 pt1

Fire Alarm Certificate (Installation) BS 5839 pt1

Fire Alarm Certificate (Testing & Commissioning) BS 5839 pt1

Fire Alarm Certificate (Acceptance) BS 5839 pt1

PAVA Certificate (Design) BS 5839 pt8

PAVA Certificate (Installation) BS 5839 pt8

PAVA Certificate (Testing & Commissioning) BS 5839 pt8

PAVA Certificate (Acceptance) BS 5839 pt8

Sprinkler Design Certificate BS 5306 / BS EN 12845

Sprinkler Pressure Test Certificate BS 5306 / BS EN 12845

Sprinkler Commissioning Certificate BS 5306 / BS EN 12845

Fire Stopping Log

Fire Stopping Certificates

Fire Extinguishers Location Schedule

S,ple Extraction Comissioning Certificate 

MECHANICAL Certificate number Issuing company name 

Mechanical system install

Mechanical system commissioning and testing

Mechanical system completion

Mechanical system maintenance agreements in place?

RETAIL / PROPERTY SPECIFIC Certificate number Issuing company name 

Fire Rating BS 476 30 FR / 60 FR

Surface Spread of Flames BS 476 Class '0' / B-s3, d2

Glazing Conformity BS 6206 / BS EN 12600

Floor Slip Resistance +25 wet TRRL Pendulum Test

Ceiling Installation BS 8290

MISCELLANEOUS Insert comment as applicable 

Any Statutory certifications (e.g. Utilitiyes services or Licensing Act)

Emergency Exit Signage in place to BS 5499



  

 

 

 

 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



  

 

 

 

    

   

   

   

   

   

   

   

   

   

  




