A Roadmap for Implementing Document Control

Technical departments only?

- > \© Which Department(s) will have Document Control?
Supporting deparments also? r

Technical documents only?
. Document Control Strategy
Correspondence? |= Which category of documents?

Contractual Documents? ’

DC Policy

Steps of the Lifecycle

Internal documents
Statuses

Steps of the Lifecycle

Document Lifecycle

Document Creation

Return Codes

Document Modification (incl. management of change &
modif. tracking)

Document Review

Document Approval

Obsolete Documents

Internal

© Document Transmittal
External }i

Who can access to what?
Security Matrix

Engineers

Document Controllers
= Define User Groups & Roles |-

Managers
Admin j

Define Confidentiality Levels

= Confidentiality
Define Confidentiality Rules )7

Induction plan

For new DC recruits

For engineers and other users \ﬂa Who?
For contractors }

Include processes & procedures

How to find, review, approve, create, modify documents?\ Inducti il
= Induction materia

Create a presentation for kick off

Create a User Guide ’

Requirement?
MasterCopy?

Retention Policy

HardFiling
Within the Company
~( Awareness

External interfaces (client, contractors, vendors, etc) ’

Disposal procedure

Stamping procedure

Documenting the Rules

Resources o{

Procedure / Internal Guidelines

Policy

Where? ¢

Instructions to contractors

DC Section to be included in contracts

Numbering

= Revision System

Status
Rules to document ©j———
File Management (Electronic & Hardcopies)

Transmittal Rules
Etc

Also include regulations, standards and legal requirements

Excel? EDMS?
Metadata

Registers |
What information do we need?

\ Which document status reports will we need?

Shared Drive? EDMS?

[ Define a unique filing structure
Filing Plan =

- -——{ How do we access information?
\ Search criteria

Checks to be done on documents

Checklists = Checks to be done on transmittal sheets

B3

Define Roles (reviewers, approvers, etc)
Distribution =
Distribution Matrix / Lists

EDMS or Shared Drive?

Maintain a Controlled & Secure Area

Dinstinction between working files and official files

Distinction between latest revision and superseded revisions?

Electronic Filing )~

Evaluate risk of file duplication

Evaluate risk of engineers working with uncontrolled documents

File Naming Convention?

Templates will be Corporate ones or project-specific?

Document (Word)
Document (Excel)
Drawing

Distribution Matrix

Design, Review and Approve Templates for:

Templates )-

Transmittal Sheet
Master Deliverable Register
Etc.

Availability of Templates

Job descriptions & profiles
Roles & Responsibilities
Which department will DC report to? (Quality?

Org Chart = Engineering? Project etc)

\ Will Document Controllers be assigned by Project? by Department?

Resources needed

Recruitment plan E?I Recruitment specification
§ Assessment List / Matrix

Skills Matrix
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