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PURPOSE AND SCOPE 

This document defines the responsibilities of UK Construction staff in order to comply with project 
documentation management and reporting requirements. 

As a professional organisation it is imperative that Construction staff manage project documentation in 
an organised and consistent manner. 

It is essential that the Construction management team receive full and comprehensive information 
about various aspects of the project portfolio in order to successfully perform their role. The 
information contained in these reports will be utilised to analyse and confirm project and supplier 
performance. 

PART 1 – PROCEDURAL 

1 RESPONSIBILITIES 

The key responsibilities associated with this procedure are summarised as follows: 

1.1 Project Manager (PM) 

The Project Manager must ensure that all documentation associated with a project including 
that produced by Suppliers and other external parties, is stored in the Collaborative Project 
Management (CPM) system.  The Project Manager is responsible for ensuring that all 
reports are completed in full and in a timely manner. 

1.2 Project Engineer 

For his assigned project the Project Engineer must ensure that all documentation associated 
with a project including that produced by Suppliers and other external parties, is stored in the 
CPM system.  The Project Engineer is responsible for ensuring that all reports are completed 
in full and in a timely manner. 
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1.3 Site Engineer 

The Site Engineer must ensure that all documentation associated with the site activities of a 
project is stored in the CPM system. This includes that produced by Suppliers and other 
external parties. 

The Site Engineer is responsible for the ensuring that all reports are completed in full and in 
a timely manner as per the timescales stated in TP163 – Site Installation. 

1.4 Capital Plan Officer 

The Business Support Officer is responsible for consolidating reports as per Appendix A. 

1.5 Planning Team Manager 

The Planning Team Manager is responsible for consolidating reports as per Appendix A. 

1.6 Technical Assurance Manager 

The Technical Coordination Manager is responsible for consolidating reports as per 
Appendix A. 

1.7 Construction Programmer 

The Construction Programmer is responsible for timely and accurate maintenance of the 
project programme with respect to programme, initial resources and system access on 
behalf of the Project Manager. 

1.8 Project Accountant 

The Project Accountant is responsible for the timely and accurate maintenance of the data in 
Oracle and thus the Project definition Report on behalf of the Project Manager. 

2 PROCESS 

All documentation associated with a project must be stored in the CPM system (currently 
Livelink, formerly Project Web).  This procedure applies retrospectively to all documentation 
produced after the 1st April 2006. 

All reports are required to be completed to the frequency and by the deadline stated in the 
Reporting Summary in Appendix A. 

3 FORMS AND RECORDS 

NGUK/Con/BP 196.01 Project Status and Management Report 

PART 2 – DEFINITIONS AND DOCUMENT HISTORY 

4 DEFINITIONS 

Not applicable. 
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5 AMENDMENTS RECORD 

 

Issue Date Summary of Changes / 
Reasons 

Author(s) Approved By  

(Inc. Job Title) 

1 October 
2006 Initial Issue 

Dean Corbett 

Construction 

Keith Harker 

Construction 
Services Manager 

2 November 
2007 

Updated for new business units and 
deletion of redundant activities. 

Keith Sampson 

Core Construction 

Keith Harker 

Technical 
Assurance 
Manager 
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6 REFERENCES 

TP163 Site Installation 
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