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APPENDIX A  :  RELATED DOCUMENTS

APPENDIX B  :  RECORD OF AMENDMENTS

ATTACHMENTS: 

(IDR) INTER-DISCIPLINE REVIEW		-	Form PGF6
NOTIFICATION – Roller board		-	Form PGF21
EDMS WORKFLOW – CIVIL			-	Form PGF273
EDMS WORKFLOW – ELECTRICAL	-	Form PGF274
EDMS WORKFLOW – QUALITY		-	Form PGF275 – to follow
EDMS WORKFLOW – C & I			-	Form PGF276
EDMS WORKFLOW – RISK ANALYSIS	-	Form PGF277 – to follow
EDMS WORKFLOW – MECHANICAL	-	Form PGF278
EDMS WORKFLOW – PIPING		-	Form PGF279 – to follow
EDMS WORKFLOW – PROCESS		-	Form PGF280 – to follow
EDMS WORKFLOW – STRUCTURAL	-	Form PGF281 – to follow
EDMS WORKFLOW – ARCHITECTURAL	-	Form PGF282

THIS PROCEDURE IS TO BE READ IN CONJUNCTION WITH PROCEDURE PDP213 – DOCUMENT CONTROL - TECHNICAL

[bookmark: _Toc433690090][bookmark: _Toc434725032][bookmark: _Toc518098943]
OBJECTIVE

To ensure that technical documents are reviewed by interfacing disciplines and other affected parties before the document receives approval.

To ensure that suitable control is maintained on the P&ID/Flow Diagram Roller Board.

[bookmark: _Toc433690091][bookmark: _Toc434725033][bookmark: _Toc518098944]SCOPE

All documents produced by the Client, ATD and Contractors which require review by ATD and when required by the Client before approval.  Approval is excluded from this process. (For approval see PDP 111; Document Approval - Technical).

[bookmark: _Toc433690092][bookmark: _Toc434725034][bookmark: _Toc518098945]REFERENCES

[bookmark: _Toc433690093]Inputs:

ATD Scope Definition – Procedure PSP211

Document Control – Technical – Procedure PDP213

Technical Requisition Package – Procedure PPP211

Documentation to be supplied by Tenderers and Contractors – Procedure PPP314

Design Review – Procedure PQP311

[bookmark: _Toc433690094]Outputs:

As stated in 1.1 and 1.2 above.

[bookmark: _Toc433690095][bookmark: _Toc434725035][bookmark: _Toc518098946]DEFINITIONS

[bookmark: _Toc433690096]IDR Room

An office under the control of the Project Document Centre where IDR Documentation is placed for signing by the stated IDR personnel.

[bookmark: _Toc433690097]Inter-Discipline Review – IDR

The formal and controlled check/review by other project disciplines or management of a document, before submitting for the required authorisation/approval.

Ensuring correct interface and that project requirements have been achieved in the particular document.

[bookmark: _Toc433690098]Roller Board

A Roller Board under control of the PDC where P&ID’s and Flow Diagrams are placed for IDR personnel to review.

[bookmark: _Toc433690099]
ATD Senior Discipline Engineer (SDE)

The person(s) appointed to a project to manage the Technical IDR process within the scope of that discipline.

[bookmark: _Toc433690100]Project Document Centre (PDC)

Project Document Centre is the designated area/office in which all Project documentation is received, registered, filed, distributed, etc.

[bookmark: _Toc433690101]IDR Personnel

Project personnel on the EDMS Workflow (attached Forms PGF6 or PGF21) and additional personnel selected by the Senior Discipline Engineer or ATD Engineering Manager, if required.

NOTE: 	INTER-DISCIPLINE REVIEW SYSTEM CAN BE USED FOR
	ANY DOCUMENT – TECHNICAL OR NON-TECHNICAL –
	WHICH REQUIRES REVIEW BY OTHER PROJECT
	PERSONNEL IN THE PROJECT OFFICES BEFORE APPROVAL.

[bookmark: _Toc433690102][bookmark: _Toc434725036][bookmark: _Toc518098947]
ACTIVITY FLOW CHARTS

[bookmark: _Toc433690103][bookmark: _Toc518098948]Flowchart for ATD Produced Documentation

	 (
CHANGE
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I
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)Senior Discipline Engineer (SDE)
	
	Input from the Design Review – Procedure PQP311

	
	
	
	

	Originator
	
	· Generate document with revision status as “IDR”
· Signs the document as originator or drawn by.

	
	
	
	

	Senior Designer
	
	· Checks document against known project codes and standards.
· Signs the document as “checked”.

	
	
	
	Requirement before IDR

	
	
	
	Requirements for IDR

	
	
	
	

	
	
	
	NB! IDR IS TO BE CARRIED OUT BY EDMS.   HARD COPY IN IDR ROOM IS FOR SIGNATURE ONLY.

	
	
	
	

	Senior Discipline Engineer (SDE)
	
	· Review document against input design data.
· Signs document and completes IDR Form PGF6 and/or PGF21.

	
	
	
	

	 (
Client
) (
IF
REQUI
RED
)Project Document Centre
(PDC)
	
	· Numbers and registers IDR Form PGF6 and/or Form PGF21.
· Places hard copy of document in IDR room or on Roller Board for signing.
· Issues Form PGF6 or PGF21 electronically, together with document, to reviewing parties. (See also discipline EDMS Workflow).
· If client is not based with the ATD Project Team, transmits IDR to client.

	
	
	
	

	Stated IDR Personnel
	
	· Via the EDMS Work Flow, checks, changes or comments.
· Forwards document in accordance with EDMS Workflow.

	
	
	
	

	

PDC
	
	· Receives document back from EDMS.
· Checks if all stated IDR personnel have commented.
· Removes hard copy from IDR room and registers.
· Forwards document in hard copy and electronically.

	
	
	
	

	SDE and Senior Designer
	
	· Resolve any conflict regarding IDR comments and action changes.
· Return hard copy to PDC for storage.
· Forward document to PDC for final approval processing.

	
	
	
	

	PDC
	
	· Obtains final approval of ATD Project Manager and (if required) client.  (See Procedure for Document Control – Technical  - PDP213).



[bookmark: _Toc518098949]
Flowchart for Submitted Subconsultant/Subcontractor and Client Technical Documentation (IDR)

	 (
Not
Approved
)Client
Subconsultant/
Subcontractor
	
	· Adds ATD document number.
· Transmits the documentation to the PDC attention of the relevant SDE.

	
	
	
	

	PDC
	
	· Checks ATD document number.
· Signs transmittal, stamps all copies received and registers.
· Scans document into EDMS

	
	
	
	

	 (
Not
Approved
)
	
	
	Requirements before IDR

	
	
	
	
Requirements for IDR

	
	
	
	

	
	
	
	NB! IDR IS TO BE CARRIED OUT BY EDMS.  HARD COPY IN IDR ROOM IS FOR SIGNATURE ONLY.

	
	
	
	

	Senior Discipline Engineer (SDE)
	
	· Reviews document against input design data.
· Signs document and completes IDR Form PGF6.

	
	
	
	

	 (
I
F
REQUI
RED
) (
Client
)Project Document Centre
(PDC)
	
	· Numbers and registers IDR Form PGF6.
· Places hard copy of document in IDR room for signing.
· Issues Form PGF6 electronically, together with document to reviewing parties. (See also discipline EDMS Work Flow).
· If client is not based with the ATD Project Team, transmits IDR to client.

	
	
	
	

	Stated IDR Personnel
	
	· Via the EDMS Work Flow, checks, changes or comments.
· Forwards document in accordance with EDMS Work Flow.

	
	
	
	

	

PDC
	
	· Receives document back from EDMS.
· Checks if all stated IDR personnel have commented.
· Removes hard copy from IDR room and registers.
· Forwards document in hard copy and electronically.

	
	
	
	

	SDE 
	
	· Resolves any conflict regarding IDR comments and marks up copy.
· Signs Engineers approval status – Form PGF14 (See Procedure PDP213).
· Returns hard copy to PDC for storage.
· Forwards document to PDC for final approval processing.


	
	
	
	

	PDC
	
	· Completes document approval process as contained in the procedure for Document Control – Technical – PDP213.



[bookmark: _Toc433690104][bookmark: _Toc434725037][bookmark: _Toc518098950]
RESPONSIBILITIES

[bookmark: _Toc518098951]General

The technical documents which shall be reviewed by the Client are stated in the EDMS Workflow – forms PGF273 to PGF282.

[bookmark: _Toc433690105][bookmark: _Toc518098952]ATD Produced Engineering Documentation

This section should be read in conjunction with flow chart 5.1.

Responsibility of Originator

Generates the required document using standards and database material which have been approved for project use and is registered on the project database.

Obtains approval to use design data which has not been registered on the project database.

The document number is generated automatically on the EDMS.   If any doubt exists the Senior Discipline Engineer is to be contacted for resolution.

Resolves any conflict regarding IDR comments in close liaison with the Senior Designer.

Confirms action taken on IDR form PGF6 and/or PGF21.

Revises document and its revision record for the next issue (if required).

Responsibility of Senior Designer

Checks document for correctness and compliance with known project codes and standards. 

Signs the document “As Checked”.

Resolves any conflict regarding IDR comments with the Senior Discipline Engineer (SDE)in close liaison with the Originator.

Confirm action taken on form PGF6 and/or PGF21.

Checks all revisions made to the document.

Responsibility of Senior Discipline Engineer

Reviews document for suitability for IDR.  Signs.

Completes the IDR Form PGF6 and/or PGF21 stating the following:

Document Title

Document Number and Revision

The date and time the document shall be returned by PDC to the SDE.  (Note: Allow for 5 working days turn around for document)

State the full surname of the project personnel who must review the document.  Refer to the workflow Forms PGF273 to 282, attached, for mandatory project personnel that must be included in an IDR.

State name and date submitted to PDC at the bottom of Form PGF6.

Attaches the IDR form to document and hands to PDC.

Convenes meeting (if required) to resolve any conflict comments.

May convene a separate P&ID/Flow Diagram review meeting including the Process Engineer.  Minutes shall be taken and changes shall be marked on the P&ID’s/Flow Diagrams complying with item 6.1.4 below.

Responsibility of IDR Personnel

Check, change and/or comment on the document via the EDMS within the laid down time constraints.

Complete IDR form by circling YES or NO for whether they have made changes and/or comments.

Should personnel not be on the EDMS they are to visit the IDR room to check, change and/or comment on the document.

Personnel are to visit the IDR room to sign hard copy.

Note:	Comments and changes shall be made in accordance with the
	following colour code:

Mining/Refrig./Ventilation	-	Brown
Mechanical			-	Red
Civils				-	Blue
Electrical				-	Orange
C&I				-	Purple
Project Manager/Engineers	-	Green
Project Services & QA		-	Yellow
Client				-	Black

If changes and/or comments are made on the IDR hard copy, the IDR form is to be completed using the relative colour.

Responsibility of the Project Document Centre

Numbers and registers the IDR Forward document.

Copies the Form PGF6 and/or PGF21.  Distributes electronically.

Places document and master IDR Form in the IDR room or on the Roller Board..

Removes document and IDR Form on stated date, registers and forwards to the Senior Discipline Engineer.

Files all completed IDR Forms with reviewed documents.

[bookmark: _Toc433690106][bookmark: _Toc518098953]Submitted Subconsultant/Subcontractor and Client Technical Documentation.

This section should be read in conjunction with Flowchart 5.2.

Responsibility of the Project Document Centre

Checks the incoming documents (quantities, numbers, revision numbers) against the transmittal and returns signed copy of transmittal to vendor/contractor.

Date stamps all received copies.

Registers the document on the MDR and mark up the documents, where applicable, with the Project Document number.

Scans all incoming hard copy documents on to the EDMS.

Carries out all IDR functions described in 6.1.5 above.

Responsibility of Senior Discipline Engineer

Reviews the received document, if satisfied, completes IDR Form PGF6 (as in 6.1.3).

Resolves any conflict regarding the IDR comments.   On the IDR form/s he will state in the remarks column whether he has actioned the IDR personnel’s comments.  May request a meeting to be held to resolve any conflict comments.

Marks up a copy of the document with all relevant ATD and client comments for return to the subconsultant/subcontractor.

Marks the relevant status of the document by completing the Engineers Approval Status – Form PGF11 (See Procedure PDP213).

Responsibility of IDR Personnel

Actions as detailed in 6.1.4 above.

NOTE:	IT IS CRITICAL THAT THE EDMS WORKFLOW FORMS PGF273 TO 282
	AND AUTHORITY MATRIX FORM PGF108 ARE REVIEWED BY THE
	CLIENT AT THE PROJECT INITIALISATION STAGE, TO CONFIRM THE
	CLIENTS REQUIREMENTS FOR REVIEW AND APPROVAL OF
	TECHNICAL DOCUMENTATION.


APPENDIX A 		:	RELATED DOCUMENTS

PDP 213		:	DOCUMENT CONTROL - TECHNICAL
Form PGF6		:	(IDR) INTER-DISCIPLINE REVIEW
Form PGF 14		:	ENGINEERS APPROVAL STATUS
Form PGF21		:	NOTIFICATION – ROLLER BOARD
Form PGF273		:	EDMS WORKFLOW – CIVIL
Form PGF274		:	EDMS WORKFLOW – ELECTRICAL
Form PGF275 	:	EDMS WORKFLOW – QUALITY
Form PGF276		:	EDMS WORKFLOW – C & I
Form PGF277		:	EDMS WORKFLOW – RISK ANALYSIS
Form PGF278		:	EDMS WORKFLOW – MECHANICAL
Form PGF279		:	EDMS WORKFLOW – PIPING
Form PGF280		:	EDMS WORKFLOW – PROCESS
Form PGF281		:	EDMS WORKFLOW – STRUCTURAL
Form PGF282		:	EDMS WORKFLOW – ARCHITECTURAL
PPP 211		:	TECHNICAL REQUISITION PACKAGE
PPP 314		:	DOCUMENTATION TO BE SUPPLIED BY TENDERERS AND
				CONTRACTORS
PQP 311		:	DESIGN REVIEW
PSP 211		:	ATD SCOPE DEFINITION


APPENDIX B  	:	RECORD OF AMENDMENTS
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