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1 OBJECTIVE

To ensure that critical Project activities are reported in a consistent, summarised and effective format.

2 SCOPE

Monthly Summary Reporting on all major activities on an ATD Project.

3 REFERENCES

3.1 Inputs

· All ATD Project Standards.

3.2 Outputs

· The issued Monthly Report.

4 DEFINITIONS

Nil

5 RESPONSIBILITIES

5.1 Project Services Co-Ordinator

· Ensures that all required data is received from the Discipline Leaders by schedule date.

· Must compile the full report from the data received, in the standard format.

· Obtain the approval of the ATD Project Manager.

· Forwards original to the Project Document Centre.

5.2 Project Document Centre

· Receive and register report

· Copies and distributes report as detailed on Project copy matrix

· Files original report

APPENDIX A : REFERENCE DOCUMENTS

APPENDIX B : RECORD OF AMENDMENTS

	Issue 0
	:
	New document


	ATDP_PM_00000500.DOC
	Approved
	24 May 2006
	Page 1 of 2



[image: image1.wmf]_1206357539.doc
[image: image1.png]ANGLO
AMERICAN







