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OBJECTIVES

1.1 To ensure that all Contract identified documentation generated for the project is handed over to the Client in a controlled manner.

1.2 To ensure that all ATD required documentation generated for the project is received by ATD.

2 SCOPE

This procedure describes the actions required to prepare, collate and issue identified documentation to the Client and/or ATD.

3 REFERENCES

3.1 Inputs
Documentation list as specified in the contract

3.2 Outputs
Contractor documentation.

4 DEFINITIONS

Nil

5 GENERAL

5.1 It is essential that the requirements for the handing over of documentation are identified at the commencement of a project and that suitable planning is developed accordingly.

5.2 Documents generated by the project and identified in the Contract for handover to the Client are divided into four (4) categories:

* Cat. 1 – Contractor/Vendor Related Documentation (Non-Technical)

This includes the Contract/Purchase Order file consisting of:

· The Contract/Purchase Order

· The tender submission

· All Enquiries

· Correspondence

· Minutes

· Invoices, etc.

* Cat. 2 - Comprising
· Contractor/Vendor Documentation (Technical)

· Contractor/Vendor Documentation (Technical) : As Built

· Overseas Contractor/Vendor Documentation (Technical) : As Built

This includes all documents submitted by the Contractor/Vendor in terms of the Contract/Purchase Order and the Contractor Document Request Sheets (CDR’s) during the execution of the Contract/Purchase Order, i.e.

· Manufacturing programmes

· Drawings

· Quality Plans

· Operating Manuals, etc.

* Cat 3 – ATD Documentation (Technical)

· ATD Documentation (Technical) – As Built

This includes all documentation generated by the various disciplines within ATD, i.e.

· Design Packages

· Drawings

· Plant Specific Calculations

· Process Calculations, etc.

* Cat 4 – All other documentation

This includes all documentation generated and not covered by the above categories, i.e.

· Correspondence with Client

· Project Procedures

· Non-plant specific specifications, etc.

5.3 Documents generated by the project and identified as required by ATD typically includes:

· Details of estimate at project implementation

· Final cost/construction ledger

· Full listing of scope changes – logs, registers, etc.

· Estimate drawings including P & I.D.’s

· Details of site variations

· Defined project scope at approval stage

· Process parameters at approval stage

· Achieved process parameters

· Project plan – Projected

· Project plan – Achieved

· Procurement plan – Projected

· Procurement plan – actual

· Estimate equipment list

· Final equipment list

· Envisaged project cashflow

· Actual project cashflow

· Copies of monthly reports – Details of areas of concern, non-compliance, etc.

· Listing of final measures of all major trades

· Final details payment certificates for construction contracts

· Erection progress by major disciplines

· Site manhours – Actual vs Planned

· Organisation charts (client)

· Manning schedules

· Contractor progress meeting minutes

· Main contractor tender submissions

· Industrial Relations manual

· Safety statistics

· Etc.

5.4 The number of copies of documents required will be as specified in the Project/Contract(s).

6 RESPONSIBILITIES

6.1 ATD Project Manager
· At the commencement of the project the Project Manager develops a close out plan which shall include documentation handover requirements.

· Ensures that all necessary procedures contain clauses relevant to handover of documentation.

· Approves release of handover packages

6.2 Senior Discipline Engineer
· Monitors the receipt of documents by the Project Document Centre

· Checks that documentation packages are complete and ready for handover – and requests the Approval to release from the ATD Project Manager.

· Ensures that Master copies of all drawings identified for the retention in case of legal dispute are retained by ATD.

6.3 Senior Contracts Administrator
· Ensures that Contractors are fully aware of documentation requirements

· Informs Expeditor of which Contractors have to supply documentation together with details of documentation required

· Checks with the Project Document Centre that Contract/Purchase Order files are complete and ready for handover.

· Closes-out Contracts/Purchase Orders in accordance with ATD procedures

6.4 Project Document Centre
· From Contract (Client) and all Enquiry Requisitions and Technical Requisition Packages, compiles register of documentation required for handover

· Receives, registers, and files documentation

· Informs Senior Discipline Engineer and/or Senior Contracts Administrator of outstanding items of documentation

· Compiles handover packages and issues under cover of transmittal after approval to release is given by the ATD Project Manager

· Obtains signatures to confirm correct receipt of handover packages
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