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Filing Procedure In this session you will learn why you need a and how to use it.
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Filing Procedure

Start of Project

So, the for contract managementis
that every team member the contract documents!

To do this you have to make a Contract Filing Procedure and
provide instructions and training to each team member!

The Filing Procedure must have a
, a and Post-Award section.
Sometimes also a is included.

The Filing Procedure shall support your Document Storage
Solution like SharePoint and shall also be aligned with your

To download see
Document Management System. the description
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Start of Project > Project Development & Tendering Phase SO: letS start Wlth the
| The Contract Management Team shall have
T e —— o e e access to all the contract and tendering
EWE o P Gonaca Fingindex information after the contract is signed.
comerumsama cwme v ey The Pre-Award Contracting Team shall
CONTRACT FILING PROCEDURE prepare a handover document and explain

n 5 5 the key contract terms to the Contract
: Management Team.

Certain contract files shall be retained for a
long time like 10 years; these shall be clearly
marked and securely stored.

Pay special attention to how qualifications &
deviations are incorporated in the Contract.
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Start of Project Project Execution & Post-Award Phase et 1o

/ Employer: [®]

Post-Award Contracts Filing

[ o [rorammin T o |
. . e [0 [oovmmoomen ]

After the Contract is signed the final set of e [ ropot vy W comig ||
e [0 e s s et | e |

contract documents are placed in the R T e e R R
O S NN

folderin PDE F t e | oo wts o oo ||

B kel e 50| thowo oty St i ||

e [ 2o s comrtrarars omwrmarcmnson) ||

e 9 comors o s sty ||

i : e 2 ot s oo ||
For all the key contract management topics a (29 | 20 [Vt o g ooy ||

: (9 | o1 | Vit g i s P vt P | s
CONTRACT FILING PROCEDURE separate file folder shall be created to store o7 | 772 | Coniract At g Gk st sgreerarns ||
: : : : (&7 | 21 | oo s g TR |

the working copies and final versions. (2P [ 214 | imore Sitemans < e oy gprovas P00 | yos |
[ | 215 | coms (om Notasors, ComDsae ool | |

[ | 21 | et it~ CommuritGonrosva ||

. - (e [ 27 [woogtinuten Tegmcat ||
Maintaining such filing system may seem to I R e R
(& | 20 |moncomponares o apen ||

: be a duplicati ith other sy h
“ e a duplication with other systems however E_
this (e [ o2 |compmimcatoConmeer ||
S E Personnel Authorization Forms (PAF) / Register (e.g., for EPCM) _

B A R

e —

E Project Finance (e.g., Project Finance, ECA related documents)

Certain contract files shall be retained for a E_

long time like 10 years; these shall be clearly e

marked and securely stored.
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Project Execution & Post-Award Phase
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Post-Award Contracts Filing

o [ [ommoommons ||
60 [ 201 | sowovrtovary &7 Gommomsoms ||

E 2 | Insurance Certificates (received from contractor after renewal)
[ [ 0 [ sotoe Asorzoton ot o povreatoron |
s ot o Grvctr oo ||
a0 [conmoaionny s epors o sty ||
[ | s acion oo ooty ||
[ v ]

212 | Contract Amendments (including Claim Settlement Agreements)

[ e s o v |
Con [ommonres |
20 e orptren separropon |

21

- Technical Queries (working files) + TQ Register
Correspondence from Contractor _

210 | Variation Requests + Register (working files)
- Variations + Register (working files/signed PDF + Variation Proposa)

m Correspondence to Contractor
Personnel Authorization Forms (PAF) / Register (e.g., for EPCM)
224 | Audit Reports

Dispute Resolution (e.g., Case Files for Mediation/Arbitration)

226 | Project Finance (e.g., Project Finance, ECA related documents)

(o [towos

EP = Execution Phase

[
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11.0
12.0
13.0
14.0
15.0
16.0
17.0
18.0
19.0

Contract Agreement
Master Document List (MDL

Particular Conditions - Part A - Contract Data
Particular Conditions - Part B - Special Provisions

General Conditions
Employer Requirements
Schedules

Contractor's Proposal

Joint Venture Undertaking (if applicable)

Other documents

FEED/EPC Bridging clauses
Lenders clauses

ECA clauses (if any)
Performance Guarantee
Performance Testing & LDs
Local Law clauses

Local Tax clauses

IP special clauses

Payment Special Clauses
DAB & Dispute Resolution

OTHER DOCUMENTS

Performance Security (Bank Guarantee)
Advance Payment Bond (Bank Guarantee)
Draft CAR Insurance Policy

Parent Company Guarantee (If applicable)
Direct Agreement (If applicable)
Confidentiality Agreement

Mutual Hold Harmless Agreement (if required)

Company Registration & POAs
Collateral Warranty

EMPLOYER REQUIREMENTS

E0.0
E1.0
El.1
E1.2
E1.3
E2.1
E2.2
E2.3
E2.4
E2.5
E2.6
E2.7
E2.8
E2.9
E2.9
E2.9
E2:9
E2.10
E2.11
E2.12
E2.13
E2.14
E2.15
E2.16
E2.17
E3.1
E3.2
E3.3
E3.4
E3.5
E3.6
E3.7
E4.1
E5.0

Abbreviations

HSE Requirements

HSE Policy

Life Saving Rules

HSE Site Rules and Regulations

Scope of Work

Scope Split List

Engineering Requirements

Procurement and Subcontracting
Construction Requirements
Commissioning and Start-up

Quality Assurance and Control

Risk Management

Interface Management

AT1 Interface Register Template

AT2 Interface Log Template

AT3 Interface Query Form IFQ

IM & IT Requirements

Document Management Requirements
Permitting Requirements

Free-Issue Items

Nominated Subcontractors

Operations and Maintenance

Handover

Contract Completion

Project Management

Schedule Management

Cost Control

Contract Administration (including forms)
Project Information Management System
Verification and Validation Requirements
Stakeholder Management Requirements
FEED Package (Index of FEED Documents)
Other Requirements

Depending on the form of contract that you are using, create sub-folders
within the Contract Documents folder in line with the contract structure.
See the highlighted section as example.

@
2T EPCContract documents — FIDIC Silver Book EPC/Turnkey
e Sub-folders titles:

SCHEDULES [ RETURNABLE SCHEDULES BY CONTRACTOR ]

F1.0
F2.0
F3.0
F4.0
F5.0
F6.0
F7.0
F8.0
F9.0
F10.0

Key Dates & Milestone Schedule

Pricing Schedules & Pricing Basis [OBE to LS]
Payment Schedule & Invoicing

Rates for Variations

Day Rate Schedule

Insurance Schedule (Contractor)

Schedule of Proposed Subcontractors
Schedule of major construction equipment
Key Personnel Schedule

Module Prefabrication Schedule (if any)

CONTRACTOR’S PROPOSAL

G1.0
G1.1
G1.2
G2.0
G2.1
G2.3
G4.0
G5.0
G6.0
G6.0
G7.0
G8.0.
G9.0
G10.0
G11.0
G12.0
G13.0
G12.0

Preliminary Programme of the Works
Planned Progress & Man-hours Curves
Preliminary Progress Measure System/BIM
Preliminary Project Execution Plan

Project Organisation Charts

Method Statements

Preliminary HSE Plan

Preliminary QA / QC Plan

Preliminary Engineering Plan

Preliminary Interface Management Plan
Preliminary Procurement Plan

Preliminary Subcontracting Plan
Preliminary Construction Management Plan
Preliminary Commissioning & Start-Up Plan

. Preliminary Project Procedure Manual

Estimated Monthly Cashflow (incl. curves)
OBE LS Conversion Procedure & Systems
[Joint Venture Confirmations / Undertakings ]
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Filing Procedure

So, to wrap this up; ensure that you have a contract filing procedure which is structured per contracting phase
with all relevant subfolders that you need. Include the Contract Filing Procedure in an and
explain how to use it in your contract management training sessions.

Procedure ) Number Procedure N r Procedure

Procedure
LINC NTRACT FILING NT TFILING T

RACT Fll

Post-Award Contracts Filing

[ o [rmromomemin | o |
[ [ a0 [commamonmens | |
CONTRACT MANAGEMENT CHANNEL

| £p | 201 | Approval to Vary (ATV) - Contracts Board | s |
Approval to Tonder ~Contracts Board || (7 | 202 | meurance Garitcates pocaived om contactor aworconawa | yos |

1o | Looglpottitomaones | m | [ er | 209 [ sunsur puvateaton Fomis) st Poveroatomer) ||
CONTRACT FILING PROCEDURE [P |00 | o uaonionGumstiorake [ (€ [ 200 |Poemcompany Guaaran | |
[ 1P | 104 | comspandence to Canditees roquatteaton) [ | [ & | 205 | Porfomane Socurtios v Bark Guarartoatsd | oo |
105 | Comespondnce rom Contes promltoatcr) || [ &P | 200 [ updsi Progranmets tom Contacto PannsgStidde) ||
(#1PROJECT [ nses of ook -ProQhcobonprovess [ | [ €7 | 207 | upsmed convactors Pons ansrconmercemercaaey | |
[ | 208 | convacos WontyProgress Raports (o tirmerts) ||
| 100 | Prouaticaon Evaton opotashort i || ves | [€P | 200 [intmctons  stucion Rogitr roiogos) ||
[P [ 20 [ Varmbon ocunt o g ||
[ EP | 217 | Varations + Rogite working lewsigned POF + varaton Proposa) | yes |
e |
i R Ty
113 | Conesponcanceto Toncwrers priorioGesngoae ||
[ Coespoderce rom Tondrrsprior o Gosngome ||
v
I e e e S
113 | Conspondenceto Tondorers atr Closngoats ||
[ e of Mosing ~Evtnion Procoss (coestonsy ||
2
[1 | moprovto puart-GomractBore [ v |

m“ File Folder Description

Mechanical Completion Notice:
[ [ | |
[ [ ||
N i e S NN

RFSU Rejection Notice.
RFSU Confirmation Nofice

Notice of Campletion (Works)
[ ouu | s of st orks)

Coniract Completion Chackist

-
oo e [P ||
i S
[T ||
e

e

e
o0 fwewws [
T B

yes
yes

es

Mesting Minutes — Commercial / Contractual fes
Meeting Minutes - Technical baid
Observation Reports yes

Non-Gompliance Reports (NGR copies)

Dally Progress Reports / Daily Site Reports _

8

Corraspondancs from Contractor

Correspondence to Contractor

Personnel Authorization Forms (PAF) ! Register (e.g., for EPCM)
Audit Reports

&

Dispute Resolution (e.g.. Case Files for Mediation/Arbitration)

EIEEEE

B

Project Finance (e.g., Project Finance, ECA related documents)

7 | Miscellaneous

m
b

gE

TP = Tender Phase EP = Execution Phase
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