A-500 

Records Management



1.0 Purpose

This procedure describes how project records, including customer-supplied drawings and other required quality records, are controlled and filed.

2.0 Applicability

This procedure applies to all records listed in the Records section of all procedures and work instructions within this manual.

3.0 Responsibilities

Section and branch chiefs are responsible for ensuring that all employees are familiar with and are maintaining records in accordance with this procedure.

Project Officers (PO’s) are responsible for creating organized project files and for ensuring that current and complete information is included in the project files. Current records identified in the Record Section of procedures shall be maintained in project files throughout the life of the project.  Upon completion of the project, PO’s are responsible for ensuring that files/records are made available for archival. Individuals or organizations responsible for retaining files/records shall make them available to anyone within the ORF, or to others.

4.0 Procedure

4.1       ORF project officers shall file records as required by the records section of procedures and work instructions.  Customer supplied drawings shall also be filed and controlled within project files.

4.2.1 When filing project related records, PO’s shall organize them in a project file using the appropriate work categories.

4.2.2 The project files shall be maintained electronically in a shared location.  The project documents that are not generated or otherwise not available in electronic format may be kept in hard copy form in project files and folders.  However, to provide a basic filing consistency across the organization, both the electronic and the hard copy project files will be divided into one or more of the following folder headings (work categories), the project related record shall be maintained for a minimum period of five (5) years after closeout of project : 

· Pre-Project Planning
Project assignment/plan development Commissioning Reports - all phases of project
Program of requirements
Pre-design/study 

· Design Procurement and Funding 

· Design and Design Review

Design Drawings – Submittals
Design Specifications – Submittals
Submittals Review Comments
Project Reports (including Earned Value Reports)
Post-design 

· Construction Procurement and Funding

· Construction

Construction Reports (Including Earned Value reports, meeting minutes)

Record Drawings (Autocadd files) incorporating all as-built Specifications

· Turnover, Acceptance and Occupancy
4.2.3 While the above folder headings are required, if applicable, the project officer can further group documents within each folder into subsections as he or she chooses.

4.3 Upon project closeout, both the hard copy of and electronic drawing files of as-built drawings, and a hard copy and electronic copy of conformed specification, hard copy of shop drawings, and hard copy and electronic copy of Operation and Maintenance manuals shall be delivered to customer (facility operations).  The electronic copy of as-built drawings shall be stored in a central location for any future remodeling, or renovation work.   

4.4 The Quality System Manual records, such as Internal Audit, Management Review shall be controlled and maintained in the Qualtrax Document Management System.  Refer to individual procedures for control of record that are not maintained in the Qualtrax Document Management System, such as Internal Audit checklist.

5.0 Related Procedures

C- 1200 Design Process and Review Process

C- 2100 Payments and Construction Schedule

C-2300 Electronic process of project deliverables

6.0
Relevant Documents


Not Applicable

7.0 Records

Not Applicable

