
SWDA DOCUMENT CONTROL & MANAGEMENT REVIEW PROCEDURE
SOUTH WEST DESIGN AFRICA LTD. (SWDA) SWDA – Renaissance Tank Cleaning Project
	
	

	Project
	Provision of Zero-Man Entry & Auto-Tank Cleaning (ATC/NME), Sludge Treatment, Oil Recovery & Waste Management Services at Selected Renaissance Facilities

	Contract/Tender No.
	Renaissance-CW-68582 / CW-515913

	Procedure No.
	SWDA-PROC-DCM-001

	Revision
	Rev. 0

	Effective Date
	[Insert Date]



1.0 PURPOSE
This Procedure defines the process by which SWDA controls the creation, review, approval, distribution, revision, and archiving of all Company and Project documents (including HSE Plans, Work Plans, Procedures, Method Statements, Reports and Registers) to ensure accuracy, traceability, and that only current, approved versions are in use across all sites and offices.
2.0 SCOPE
This Procedure applies to all controlled documents produced or used by SWDA in connection with Company operations and the Renaissance Tank Cleaning Project, including documents held at the Lagos Office, Kidney Island (KI) Warehouse, and all Project Sites.
3.0 RESPONSIBILITIES
	Role
	Responsibility

	Managing Director (MD)
	Final approval/endorsement of Company-level policies, plans and procedures

	Senior Project Manager
	Review and technical approval of Project-level documents

	HSE Manager
	Review and approval of HSE-related documents

	Document Controller
	Assign DCN, maintain Master Document Register, control distribution & archiving

	Originator/Author
	Draft document, submit for review via DCN Review Block


4.0 DOCUMENT CONTROL PROCESS
1. Drafting – Originator prepares the document and submits it to the Document Controller with a completed DCN Review Block (see Section 6.0).
2. Numbering – Document Controller assigns a unique Document Control Number (DCN) per the Company's numbering convention: SWDA-[DOC TYPE]-[PROJECT/SITE CODE]-[SEQUENCE NO.]-Rev.[X].
3. Review – Document is circulated to relevant reviewers (Technical, HSE, QA/QC as applicable) for comments within [X] working days.
4. Revision – Originator incorporates review comments; revised draft re-submitted if required.
5. Approval/Endorsement – Final document is submitted to the MD (or designated approving authority) for endorsement.
6. Issue & Distribution – Approved document is issued as a Controlled Copy, logged in the Master Document Register, and distributed to relevant sites/departments.
7. Revision Control – Any subsequent change follows the same review/approval cycle; the revision number is incremented, and superseded copies are marked "SUPERSEDED" and withdrawn from circulation.
8. Archiving – Superseded and obsolete documents are archived (not destroyed) for a minimum of [X] years per Company/regulatory retention requirements.
5.0 MANAGEMENT REVIEW
· All controlled documents are subject to periodic Management Review (minimum annually, or upon regulatory/scope change) to confirm continued suitability, adequacy and effectiveness.
· Management Review shall assess: applicable regulatory/industry standard updates, audit findings, incident learnings, client feedback, and operational changes.
· Outcomes of Management Review shall be documented and may trigger a formal document revision per Section 4.0.

6.0 EXAMPLE – DCN REVIEW BLOCK (as used on SWDA Work Plans)
	Rev.
	Date
	Description of Revision
	Prepared By
	Reviewed By
	Approved By

	0
	[Date]
	Issued for Use
	[Name], Document Controller
	[Name], Senior Project Manager
	Mr. Gliffeth Wonuigwe, MD

	1
	[Date]
	[Description of change]
	[Name]
	[Name]
	[Name]


Document Control Number (DCN): SWDA-WP-CEN-001-Rev.0 Document Title: [Insert Work Plan Title] Status: ☐ Draft ☐ Issued for Review ☐ Issued for Use ☐ Superseded

7.0 ENDORSEMENT
This Document Control & Management Review Procedure has been reviewed and is hereby endorsed for implementation across all SWDA offices and Project sites.
SIGNED: ______________________________ Mr. Gliffeth Wonuigwe Group CEO / Managing Director – South West Design Africa Ltd. (SWDA) Date: ______________________________

