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1 OBJECTIVE

To ensure that appointments are actioned timeously in a formal, uniform and effective manner.

2 SCOPE

This procedure covers the requirements for formal appointment of staff prior to their being assigned to the project.

3 REFERENCES

3.1 Inputs

· Client Contract Document

3.2 Outputs

· A formally appointed Project Team.

4 DEFINITIONS

Not applicable

5.0
ACTIVITY FLOW CHART
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· Receives official notice of award

· Registers project and obtains SAP project number

· Issue Project package to the ATD Manager Projects 

· Reviews project, selects and appoints Project Manager to suit

· Forwards project package to Project Manager

· Reviews project, selects and appoints project sponsor

· Forwards project package to Manager Projects

· Selects Senior Management team on basis of Project Scope

· Obtains relative HOD approval to formally appoint

· Formally appoints senior project team members detailing the role and responsibilities of each  *

· Selects subordinate team on basis of Project Scope

· Obtains relative HOD approval to appoint

· Determines whether formal appointment is necessary and/or advisable

· Appoints subordinate team members

· Receives notice of appointment

· Signs acceptance of appointment

· Forwards copy to Project Document Centre

· Receives all formal appointment letters

· Registers and files

*
It is envisaged that the senior project team would consist, as a minimum, of Project Engineer, Project Services Coordinator, Senior Discipline Project Engineers and Construction Manager.

5 RESPONSIBILITIES

5.1 Project Director

· Selects and formally appoints the Project Sponsor

5.2 Manager Projects

· Selects and formally appoints the Project Manager

5.3 Project Manager

· Selects senior project team members

· Obtains approve to appoint from HOD

· Formally appoints senior project team members detailing their roles and responsibilities

5.4 Senior Project Team

· Select subordinate team members

· Make formal appointments where deemed appropriate

APPENDIX A : RELATED DOCUMENTS

	ATDP_PM_000001
	:
	Project Initiation


APPENDIX B : RECORD OF AMENDMENTS

	Issue 0
	:
	Based upon PSP111


APPENDIX C : PROFORMA LETTER OF APPOINTMENT - PROJECT MANAGER
(Date)

 MACROBUTTON NoMacro [Recipient's Address] 
Dear  MACROBUTTON NoMacro [Recipient] 
appointment of project manager - xxxxxxxxxxxxxxxxxx project

ATD Projects are pleased to confirm that our client, [Add client company name here] has authorised us to proceed with the above project. In this regard we are pleased to inform you that you are appointed as the Project Manager.

Your duties shall generally be as described in the ATD Project Management Policy Statements, ATDP_PG_000003, the Principle Statements, ATDP_PG_000101, the various project management procedures, and the Project Managers Handbook. You are advised to gain an understanding of these duties at your earliest convenience.

Details of the expectations of the Client and the obligations of ATD are included in your copy of the Contract Documentation.

As the Project Manager for this particular project, it is your duty to convene the Project Kick-off/ Alignment Meeting, at which all Acts applicable to project execution shall be identified and recorded. The Project Sponsor must attend. Please liase with [Insert the Project Sponsors name here] in this regard.

Please acknowledge your acceptance of this appointment by signing and returning the copy of this letter to the Project Document Centre.

We look forward to your positive involvement in and the successful completion of this important project and assure you of the full support of ATD Management.

Yours sincerely

MANAGER PROJECTS

APPENDIX D : PROFORMA LETER OF APPOINTMENT - PROJECT SPONSOR

(Date)

 MACROBUTTON NoMacro [Recipient's Address] 
Dear  MACROBUTTON NoMacro [Recipient] 
APPOINTMENT OF PROJECT SPONSOR - XXXXXXXXXXXXXXXXXXX PROJECT

ATD Projects are pleased to confirm that our client, [Add client company name here] has authorised us to proceed with the above project. In this regard we are pleased to inform you that you are appointed as the Project Sponsor.

Your duties shall generally be as described in the ATD Project Management Policy Statements, ATDP_PG_000003, the Principle Statements, ATDP_PG_101, the various project management procedures, and the Project Managers Handbook. You are advised to gain an understanding of these duties at your earliest convenience.

Details of the expectations of the Client and the obligations of ATD are included in the Contract Documentation to be handed to the Project Manager.

The Project Manager for this particular project is [Insert Project Managers name here]. It is his/her duty to convene the Project Kick-off/Alignment Meeting, at which you must attend. Please liase with [Insert the Project Managers name here] in this regard.

Please acknowledge your acceptance of this appointment by signing and returning the copy of this letter to the Project Document Centre.

We look forward to your positive involvement in and the successful completion of this important project and assure you of the full support of ATD Management.

Yours sincerely

SENIOR VICE PRESIDENT : PROJECTS

APPENDIX E : PROFORMA LETTER OF APPOINTMENT - PROJECT TEAM MEMBER

(Date)

 MACROBUTTON NoMacro [Recipient's Address] 
Dear  MACROBUTTON NoMacro [Recipient] 
APPOINTMENT FOR PROJECT TEAM MEMBER - XXXXXXXXXXXXXX PROJECT

ATD Projects are pleased to confirm that our client, [Add client company name here] has authorised us to proceed with the above project. In this regard we are pleased to inform you that you are appointed as [Add position title here].

Your duties shall generally be as described in the ATD Project Manager Policy Statements, ATDP_PG_000003, the Principle Statements, ATDP_PG_000101, the various project management procedures, and the Project Managers Handbook. You are advised to gain an understanding of these duties at your earliest convenience.

Details of the expectations of the Client and the obligations of ATD are included in the Contract Documentation.

As the Project Manager for this particular project, I shall convene the Project Kick-off/Alignment Meeting at which the Project Sponsor will attend. Your attendance at this meeting is mandatory and you are requested to please liase with myself in this regard.

Please acknowledge your acceptance of this appointment by signing and returning the copy of this letter to the Project Document Centre.

We look forward to your positive involvement in and the successful completion of this important project and assure you of the full support of ATD Management.

Yours sincerely

XXXXXXXXXXX

PROJECT MANAGER




COMMERCIAL


SECTION








PROJECTS


DIRECTOR








MANAGER


PROJECTS








PROJECT


MANAGER





SENIOR


PROJECT


TEAM








PROJECT


TEAM





PROJECT


DOCUMENT


CENTRE




















	ATDP_PM_00000700.doc
	Approved
	24 May 2006
	Page 1 of 8



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







