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1. Scope 
This specification sets out the requirements to define in a standard way how to prepare and 
organise the maintenance and inspection documentation during project phase. 

This documentation must be directly and easily operational for people who will be in charge of 
the installations maintenance and inspection. 

In that way, the documentation shall be: 

• complete, 

• organised and presented in an homogeneous way, 

• addressable either by technical breakdown or by equipment characteristics. 

2. Reference documents 
The reference documents listed below form an integral part of this General Specification. Unless 
otherwise stipulated, the applicable version of these documents, including relevant appendices 
and supplements, is the latest revision published at the EFFECTIVE DATE of the CONTRACT. 

Standards 

Reference Title 

EN 13306 Maintenance Terminology 

EN 13460 Maintenance – Documents for maintenance 

NF X 60-200 Maintenance - Technical documentations associated with an item 
throughout its life cycle  

FD X 60-212 Maintenance -  Handbook of instructions maintenance – 
Definitions and general principles for the wording and layout  

X 60-250 Maintenance - Function "User Technical Documentation " – 
Recommendations for its introduction or organization within 
manufacturers of equipment  

 

Professional Documents 

Reference Title 

Not applicable  

 

Regulations 

Reference Title 

Not applicable  

 

Full document details: TOTAL GS EP EXP 203 2009

http://www.avadocuments.com/doc/total-gs-ep-exp-203-2009
http://www.avadocuments.com/doc/total-gs-ep-exp-203-2009


Exploration & Production 

General Specification Date: 09/2009 

 
GS EP EXP 203 Rev: 03 

 

This document is the property of Total. It must not be stored, reproduced or disclosed to others without written authorisation from the Company. 

Page 5/34 

Codes 

Reference Title 

Not applicable  

 

Other documents 

Reference Title 

Not applicable  

 

Total General Specifications 

Reference Title 

GS EP EXP 201 Operations preparation during project. Maintainability & 
Inspectability criteria 

GS EP EXP 205 Requirements to MIEC Contractor for spare parts 

GS EP EXP 207 Installation description structure 

GS EP PJC 701 Document identification & numbering at project execution and 
field operations phases 

GS EP PJC 702 Requirement for electronic documents at Project execution and 
Field Operations Phases 

GS EP PJC 703 CONTRACTOR Final documentation requirements 

GS EP PVV 201 List of pressure vessels documents to be supplied to Total 

 

3. Objective 
The maintenance and inspection files aim at: 

• For maintenance purpose: 

- knowing the equipment, 

- knowing the requirements (operations, lubrication, chemicals, etc.), 

- performing effective maintenance and carrying out the necessary repairs in case of 
failure (maintenance instructions, drawings, spare parts, specific tools, etc.), 

• For inspection purpose: 

- establishing, for reference, the “Base Line” of the supplied equipment and materials, 
through quality records proving their conformance to specified requirements, inclusive 
of the statutory requirements, 

- defining effective inspection programme and carrying out initial surveys for reference 
purpose. 
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The term “maintenance” within this specification shall be understood as covering all aspects of 
equipment maintenance and inspection. 

4. Introduction 

4.1 Document presentation 
The present document contains two parts: 

• a first part « explanations on how to constitute the documentation », 

• a second part « models inside the appendices ». 

These appendices shall be used to establish the Maintenance files. They are named regarding 
the group of files they correspond to (e.g. Appendices A for general presentation volume, 
Appendices B for Maintenance files per system, Appendices C for manufacturer grouping files). 

Project documentation has to be electronically organized with an Electronic Documentation 
Management System (EDMS) such as PRODOM. , The index, document properties and 
keyword functions will be managed by this EDMS. All documents shall be available from a 
“single source”. 

4.2 Definitions 

COMPANY TOTAL affiliate (for installations extensions) or Project team 

EPCC Engineering Procurement Construction and Commissioning 
party 

MIEC Maintenance and Inspection Engineering Contract 

MDR 
Master Document Register 

File containing the list of all documents to be provided by MIEC 
and its necessary associated information for the management 
needs. 

Deliverables Documentation to be delivered by MIEC Contractor to 
COMPANY within the framework of the MIEC. 

Media Support 
 

Physical support to be used for issuing the Master File, for 
example: CD Rom, DVD Rom or External hard disk. 

RCM Reliability Centered Maintenance 

RBI Risk Based Inspection 

 

4.3 General scope 
All tagged equipment (either inside process and suppliers PID, or inside schemes) shall be in 
the maintenance files. Moreover, certain materials which have no tag number may be 
considered if required. 

All the documents related to MIE activities shall be included into the maintenance files in 
compliance with COMPANY indications. 
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4.4 Maintenance dossiers organisation and presentation 
Maintenance documentation shall be organised as follows: 

• a dossier for general presentation, this includes Spare Part list and “Methods”. 

• several technical dossiers named « manufacturer grouped files », 

• several dossiers named “files per item of equipment” 

• one or several technical dossiers named « spare parts files ». 

All the dossiers shall have an identical and homogeneous design. Each dossier shall describe 
the table of contents of the maintenance dossier. 

The identification number of the Maintenance dossiers shall conform to the Project 
documentation numbering. 

 
Country 

Code 
 Site 

Code 
 Sector 

Code 
 Contractor 

Code 
 Contract 

Number or 
Equivalent 

  

AA – BBB – CCCCC – EEEE – NNNNN  

 
Country 

Code 
 Site 

Code 
 Sector 

Code 
 Contractor 

Code 
 System  Unit 

AA – BBB – CCCCC – EEEE – PPPPP – UUUUU 

 
Country 

Code 
 Site 

Code 
 Sector 

Code 
 Contractor 

Code 
 Manufactu

rer 
 

AA – BBB – CCCCC – EEEE – PPPPPP  

Where: 

• AA is the country code given by Project; 
• BBB is the site code given by Project; 
• CCCCC  is the sector code given by Project; 
• EEEE is the MIEC code given by Project; 

NNNNN must be GENE for general presentation dossier without Second Level 

PPPPPP must be “system description” and QQQQQQ “Unit description” 

PPPPPP must be MANUF for “manufactured grouped documents” without Second Level 

All codes are given by PROJECT. 

4.5 Preparation of Maintenance Documentation 
All documentation produced by the MIEC Contractor shall be in COMPANY EDMS (PRODOM). 

MIEC shall create and deliver a MDR for his deliverables. 
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All the MIEC deliverables shall be issued to COMPANY through COMPANY EDMS (PRODOM) 
individually. If MIEC has to create an extraction of an existing document, the extraction shall be 
put in PRODOM following GS EP PJC 701, and by creating a link in between the original 
document and the extraction within PRODOM. 
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4.6 Creation of Maintenance files 
The Maintenance files shall contain the documents described in chapter 10. 

Depending on the number of MIEC dossiers, CONTRACTOR could use the following media 
support: 

• CD-ROM 

• DVD-ROM 

• External hard disk. 

No paper copy is required unless otherwise specified. 

4.7 Maintenance files updating 
The Maintenance files are the snapshot of the composition of an installation at a precise 
moment prior to delivery to the subsidiary. 

The documentation and the stored data must therefore be updated by the MIEC Contractor 
taking into account the comments and/or modifications (marked-up documents) made during 
commissioning and start up phases. 

The MIEC Contractor shall produce and submit to COMPANY a procedure describing the 
marked-up documents management process. 

The revision sheet in Appendix A, Model A1 shall be used at the time of commissioning or 
during start up if any modifications have been made to the installations. This revision sheet shall 
apply only to MIEC deliverables. 

5. General presentation dossier 

5.1 Scope 
The general presentation dossier is intended to help the user to reading and learning the data 
and documents contained in the maintenance files.  

Consequently, the user should be able to find easily the information he is looking for. 

Moreover this volume contains the list of pending items in the preparation of the « Maintenance 
files » together with a list of names and addresses of all the suppliers and manufacturers 
involved in the project. 

5.2 Table of contents of the general presentation volume 
The table of contents of this volume shall conform to the Model A2. The contents of each 
chapter are described here below. 

5.3 Information on breakdown of the installations 
The information included in the technical volumes shall be organised in accordance with the 
installations structure, as per GS EP EXP 207. 

An installation is divided up into systems. Each system comprises several units and functional 
locations. An item of equipment may be linked to a functional location. 
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5.4 Generalities 
In that way, it is important to give examples based either on the tag / marking or on a 
manufacturer or on any other element provided it is clearly demonstrated. 

A summary shall explain how the maintenance files are organised regarding the organisation of 
the installations as already mentioned in previous chapter. 

5.5 Table of contents of the Maintenance files 
This chapter is intended to give an overall view of the Maintenance files (see standard table of 
contents in Model A3). 

5.6 List of systems/units 
Each system is briefly described and the relevant PID number and the volume in which it is to 
be found must be given (see Model A4). GS EP EXP 207 describes the standard installation 
description structure. 

5.7 Distribution of volumes per manufacturer 
This chapter, presented in the form of a table a model of which is enclosed in Model A5, must 
guide the user to the right volume.  

5.8 Distribution of volumes per item of equipment 
Same as 5.7 but navigation through the volumes is via the item of equipment identification 
number (see Model A7). 

5.9 Validation of the files 
This chapter recapitulates all pending points when the files were made. 

A detailed and accurate list of the information missing must be provided for each volume. 

5.10 Name and contact details of manufacturers and suppliers 
A list of manufacturers and suppliers of equipment and apparatus shall be listed in alphabetical 
order as per Model A7. 

It shall include the address, telephone and fax numbers and generic e-mail address. 

5.11 General presentation 
Each chapter listed into the table of contents shall begin with a recapitulative list of the included 
documents.  

This list shall indicate the reference of documents (drawing number for example) and their 
revision. The objective is to to be able to trace the documents included in the Maintenance files. 

5.12 Table of Contents 
The table of contents shall be in line with Model B1. This is the first volume of a system file. 

A system may comprise several volumes, in which case the table of contents must cover all its 
constituent volumes. 
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This table of contents must be described in virtual dossiers as listed in § 4.6  

5.13 System/unit description 
This chapter shall contain a description of the function, normal operation and operation in the 
event of incident. 

5.14 General documents 
This chapter comprises the PFD, PID, and other main diagrams of the system. 

5.15 List of functional locations and items of equipment 
This shall include the functional location tag or equipment identification number, its designation, 
its manufacturer and reference (see Model B2). 

5.16 List of manufacturers and suppliers 
List the manufacturers and suppliers of equipment and apparatus in the system and refer  to 
volume 1 for their addresses. 

5.17 Equipment subfile 
Each item of equipment forms part of a subfile. All subfiles must be composed in an identical 
manner. 

5.17.1 Table of contents 
This is presented in Model B3 and shall be above each equipment subfile. 

5.17.2 Identification sheet 
This sheet shall indicate the main function of the equipment and provide a brief description. 

5.17.3 Technical characteristics of functional locations and items of equipment 
Each functional location or item of equipment has specific characteristics. All these 
characteristics shall appear on a data sheet as delivered by CONTRACTOR or SUPPLIER. 

5.17.4 Plans and diagrams of the skid 
If these plans and diagrams exist in other volumes, this must be indicated and the appropriate 
references provided. 

5.17.5 Operation, storage and cocooning instructions 
It concerns the instructions provided by manufacturers, which explain the operation principle of 
equipment. Storage and cocooning instructions must also be included. 

5.17.6 Maintenance instructions 
This section comprises: 

• manufacturers maintenance manuals for equipment, subassemblies and accessories (if 
these are given in another volume, refer the reader as appropriate), 

• wiring diagrams (if given elsewhere, indicate the references), 
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