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1 SCOPE AND POLICY

This procedure details the activities required to produce new and amended project documents for the use of the Project Team.

Site Project documents are managed by the Site Project Services Co-ordinator and comply to the scope of this procedure.

Mine documents are managed by the Operation Policy and Procedures Co‑ordinator and fall out of the scope of this procedure. 

2 DEFINITIONS

PROJECT DOCUMENTS 
:
Standard documentation e.g. forms,






procedures, etc

ORIGINATOR

:
The person responsible for the






content of the document

3 PROCEDURE

3.1 Inputs

Need for new document.

Need for amendment to existing document.

3.2 Process

Any person identifying the needs for a new document or a change to an existing document should liase with the Project QA Manager.

The Project QA Manager will decide upon the appropriateness of the request and obtain project agreement to procedure.

 A reference number is allocated to the document and an Originator appointed in the database. The document reference structure is as shown in Appendix C.

The Originator produces the first draft of the document manually or using the relevant template and sends it to QA.

QA checks the format of the document, saves it in the Project DRAFT area, prints a copy and liases with the Originator to determine if a formal review of the document is required prior to approval.

If required, QA organises the review of the document, collates any comments and sends them to the originator. The originator incorporates the comments into the document as appropriate, and returns the document and comments to QA.

QA prints an Approval sheet obtains the necessary signatures and arranges for the document to be available through the Project File Server.

NOTE:
Project bulletins issued by the Project Team shall be controlled by the



Project Co-ordinator.  If a bulletin requires formalising into a procedure



or a form then the requirement of this procedure shall apply.

3.3 Outputs

New or revised document                          - Project File Server

Records of Approval Process                    - QA

APPENDIX A  :  RELATED DOCUMENTS

appendix B  :  RECORD of amendments

appendix C  :  LIST OF DOCUMENT TYPES

The approval will be the ATD head of function.
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