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SCOPE

This procedure covers the requirements for approval of ATD documents prior to being used on the project.

1 VENDOR DRAWINGS – PRINTS RECEIVED

· Log into ATD database

· Stamp the prints as “Received”

· Discuss with the relevant Chief Designer

· Distribute/file as instructed

· Update ATD database

2 VENDOR DRAWINGS – ELECTRONIC FILES RECEIVED

· Log into ATD database and allocate to Chief Designer

· Pass to Chief Designer

3 ATD DRAWINGS – PRINTS TRANSMITTED

· Receive prints with EDMS transmitted to recipient from drawing office

· Log EDMS transmittal in ATD database

· Prepare ATD database transmittal for each courier bag to:

· Mr S Marchant for ATD 


or

· Mr A Marshall for SmelterCo

· File copy of EDMS transmittal

· Follow-up the return of receipted ATD transmittals (not EDMS transmittals)

4 PROCUREMENT PACKAGES FOR APPROVAL

· Check package for completeness

· Attach cover sheet

· Circulate as defined on cover sheet

· By dates in ATD database as circulation progress

· When all signatures are obtained, pass to the ATD Procurement Manager

APPENDIX A : RELATED DOCUMENTS

APPENDIX B  :  RECORD OF AMENDMENTS
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