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NOTES 
 
 
 

1. The Log Book (APC3/BS) comprising Analysis of Diary Sheets covering a period 
up to 33 months is to enable a candidate to present an analysis of his 
professional training in a chronological order based on entries in his Diary, which 
will assist the Assessors to evaluate the adequacy and proper balance of his 
training. It will also provide an easy reference to any particular aspect of training 
as set out in the Diary. 

 
2. The Log Book should be kept in safe custody.  It is important to note that if the Log 

Book is lost, the failure to produce an analysis of the candidate’s training may 
prejudice the subsequent assessment. 

 
3. Entries in the Analysis of Diary Sheets should be abstracted from the Diary at the 

end of each month. The training received in the month must be entered in whole 
days or half-days under the area and month headings of the Sheets. At the end of 
every three months, the Log Book must be signed by the candidate and endorsed 
by his counsellor. 

 
4. After completion of an aggregate of 12 months’ training, the Log Book should be 

submitted to the counsellor together with the relevant sections of the Diary for 
interim assessment. On submission, the time spent on each training area must be 
sub-totalled vertically on the Analysis of Diary Sheets, and also horizontally 
where appropriate. 

 
5. On completion of the full approved period of professional training, the total time 

spent on each training area should be added up both vertically and horizontally 
on the Analysis of Diary Sheets. The grand total should also be computed. The 
Log Book must be submitted together with the Diary for final assessment. 

 
 

 



 
 
 

Details of employment and counsellors during the period of professional training  
in chronological order. 

Organization and posting Counsellor [mark (E) if external] From to 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 



 

ANALYSIS OF DIARY SHEET (A-D) (1-12) 

  

  Area of Professional Training Month 1 2 3 4 5 6 7 8 9 10 11 12

 Date of Commencement of Month 1:            

Sub-tot
al 

A. Building Construction and Structures               

 Pre-contract advice  (1)              

 Design and detailing  (2)              

 Structural design and analysis (3)              

 Material selection and evaluation (4)              

 Drafting of specifications (5)              

 Monitoring and supervision of works (6)              

 Preparation of record drawings (7)              

 Sub-total               

B. Buildings Ordinance and 
Administrative Law 

              

 Submission of proposals  (1)              

 Scrutiny of proposals  (2)              

 Application for exemption (3)              

 Assessment of licensed premises (4)              

 Administration of statutory provisions (5)              

 Advice on rights of adjoining owners (6)              

 Documentation for litigation (7)              

 Sub-total               

C. Building Maintenance               

 Investigation of building defects  (1)              

 Development of planned maintenance  (2)              

 Advice on renovation design (3)              

 Design of improvements to buildings (4)              

 On site supervision (5)              

 Sub-total               

D. Building Economics and Contract 
Administration 

              

 Preparation of contract documents  (1)              

 Tendering & procurement procedures  (2)              

 Cost estimating & measurement of works (3)              

 Project scheduling & resource planning (4)              

 Contract administration (5)              

 Sub-total               
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      



ANALYSIS OF DIARY SHEET (E-I) (1-12) 

  

  Area of Professional Training Month 1 2 3 4 5 6 7 8 9 10 11 12

 Date of Commencement of Month 1:            

Sub-tot
al 

E. Building Services               

 Design and specification of installation  (1)              

 Supervision of works  (2)              

 Inspection and testing of installations (3)              

 Improvement of existing installations (4)              

 Sub-total               

F. Project Management               

 Advice on development potential  (1)              

 Scrutiny of schematic design  (2)              

 Evaluation of consultant’s reports (3)              

 Preparation of budget and development 
programme 

(4)              

 Co-ordination of design team and 
contractor 

(5)              

 Progress monitoring & budget control (6)              

 Sub-total               

G. Demolition & Structural Survey               

 Planning and supervision of demolition 
works  

(1)              

 Structural and condition survey  (2)              

 Assurance of construction safety (3)              

 Assessment of cost of repair and 
replacement 

(4)              

 Sub-total               

H. Property Management               

 Advice on use of building  (1)              

 Scrutiny of fitting out plans  (2)              

 Drafting and administration of DMCs (3)              

 Consideration of energy conservation  (4)              

 Management of direct labour (5)              

 Agency and leasing matters (6)              

 Sub-total               

I. Research and Development               

 Research activities                

 Sub-total               
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      

 

 



ANALYSIS OF DIARY SHEET (A-D) (13-24) 

  

  Area of Professional Training Month 13 14 15 16 17 18 19 20 21 22 23 24

 Date of Commencement of Month 13:            

Sub-tot
al 

A. Building Construction and Structures               

 Pre-contract advice  (1)              

 Design and detailing  (2)              

 Structural design and analysis (3)              

 Material selection and evaluation (4)              

 Drafting of specifications (5)              

 Monitoring and supervision of works (6)              

 Preparation of record drawings (7)              

 Sub-total               

B. Buildings Ordinance and 
Administrative Law 

              

 Submission of proposals  (1)              

 Scrutiny of proposals  (2)              

 Application for exemption (3)              

 Assessment of licensed premises (4)              

 Administration of statutory provisions (5)              

 Advice on rights of adjoining owners (6)              

 Documentation for litigation (7)              

 Sub-total               

C. Building Maintenance               

 Investigation of building defects  (1)              

 Development of planned maintenance  (2)              

 Advice on renovation design (3)              

 Design of improvements to buildings (4)              

 On site supervision (5)              

 Sub-total               

D. Building Economics and Contract 
Admin. 

              

 Preparation of contract documents  (1)              

 Tendering and procurement procedures (2)              

 Cost estimating & measurement of works (3)              

 Project scheduling & resource planning (4)              

 Contract administration (5)              

 Sub-total               
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      



ANALYSIS OF DIARY SHEET (E-I) (13-24) 

  

  Area of Professional Training Month 13 14 15 16 17 18 19 20 21 22 23 24

 Date of Commencement of Month 13:            

Sub-tot
al 

E. Building Services               

 Design & specification of installation  (1)              

 Supervision of works  (2)              

 Inspection & testing of installations (3)              

 Improvement of existing installations (4)              

 Sub-total               

F. Project Management               

 Advice on development potential  (1)              

 Scrutiny of schematic design  (2)              

 Evaluation of consultant’s reports (3)              

 Preparation of budget and development 
programme 

(4)              

 Co-ordination of design team and 
contractor 

(5)              

 Progress monitoring & budget control (6)              

 Sub-total               

G. Demolition & Structural Survey               

 Planning & supervision of demolition 
works  

(1)              

 Structural & condition survey  (2)              

 Assurance of construction safety (3)              

 Assessment of cost of repair & 
replacement 

(4)              

 Sub-total               

H. Property Management               

 Advice on use of building  (1)              

 Scrutiny of fitting out plans  (2)              

 Drafting & administration of DMCs (3)              

 Consideration of energy conservation  (4)              

 Management of direct labour (5)              

 Agency & leasing matters (6)              

 Sub-total               

I. Research & Development               

 Research activities                

 Sub-total               
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      

 

 



ANALYSIS OF DIARY SHEET (A-D) (25-33) 

  

  Area of Professional Training Month 25 26 27 28 29 30 31 32 33 Sub-  

 Date of Commencement of Month 25:         total  

Grand 
Total 

A. Building Construction and Structures              

 Pre-contract advice  (1)             

 Design and detailing  (2)             

 Structural design and analysis (3)             

 Material selection and evaluation (4)             

 Drafting of specifications (5)             

 Monitoring and supervision of works (6)             

 Preparation of record drawings (7)             

 Sub-total              

B. Buildings Ordinance and 
Administrative Law 

             

 Submission of proposals  (1)             

 Scrutiny of proposals  (2)             

 Application for exemption (3)             

 Assessment of licensed premises (4)             

 Administration of statutory provisions (5)             

 Advice on rights of adjoining owners (6)             

 Documentation for litigation (7)             

 Sub-total              

C. Building Maintenance              

 Investigation of building defects  (1)             

 Development of planned maintenance  (2)             

 Advice on renovation design (3)             

 Design of improvements to buildings (4)             

 On site supervision (5)             

 Sub-total              

D. Building Economics and Contract 
Administration 

             

 Preparation of contract documents  (1)             

 Tendering & procurement procedures  (2)             

 Cost estimating & measurement of works (3)             

 Project scheduling & resource planning (4)             

 Contract administration (5)             

 Sub-total              
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      



ANALYSIS OF DIARY SHEET (E-I) (25-33) 

  

  Area of Professional Training Month 25 26 27 28 29 30 31 32 33 Sub-  

 Date of Commencement of Month 25:         total  

Grand 
Total 

E. Building Services              

 Design & specification of installation  (1)             

 Supervision of works  (2)             

 Inspection & testing of installations (3)             

 Improvement of existing installations (4)             

 Sub-total              

F. Project Management              

 Advice on development potential  (1)             

 Scrutiny of schematic design  (2)             

 Evaluation of consultant’s reports (3)             

 Preparation of budget & dev. programme (4)             

 Co-ordination of design team and 
contractor 

(5)             

 Progress monitoring & budget control (6)             

 Sub-total              

G. Demolition & Structural Survey              

 Planning and supervision of demolition 
works  

(1)             

 Structural & condition survey  (2)             

 Assurance of construction safety (3)             

 Assessment of cost of repair and 
replacement 

(4)             

 Sub-total              

H. Property Management              

 Advice on use of building  (1)             

 Scrutiny of fitting out plans  (2)             

 Drafting & administration of DMCs (3)             

 Consideration of energy conservation  (4)             

 Management of direct labour (5)             

 Agency & leasing matters (6)             

 Sub-total              

I. Research and Development              

 Research activities               

 Sub-total              
 Candidate      

 

 
Sign at the end of 
every 3 months 

Counsellor      

 


