SWDA Inter-Office Memo
SOUTH WEST DESIGN AFRICA LTD. (SWDA)
INTER-OFFICE MEMO
	TO:
	All SWDA Employees, Contractors, Subcontractors & All Other SWDA Operations

	FROM:
	Office of the Managing Director, South West Design Africa Ltd. (SWDA)

	DATE:
	18 August 2025

	REF:
	SWDA-MEMO-2025-0804-MOC

	SUBJECT:
	DISSEMINATION & MANDATORY COMPLIANCE — SWDA MANAGEMENT OF CHANGE (MOC) PROCEDURE (Ref. SWDA-HSE-PROC-04.5.1)




This Memo is issued to formally disseminate SWDA's new Management of Change (MOC) Procedure (Ref. SWDA-HSE-PROC-04.5.1, Rev. 00) to all Employees, Contractors and Subcontractors, and to confirm that it has been reviewed and personally endorsed by the Managing Director as a mandatory control document within the SWDA HSE Management System (HSE-MS).
Effective immediately, no change to personnel, organisation, equipment, process, procedure, materials, or a work site — on the RAEC 18-Tank ATC/NME Cleaning Project or on any other SWDA operation — shall be implemented without first following the MOC Procedure. This includes, but is not limited to, changes falling within the following categories:
1. Organisational or personnel changes, including changes to HSE-critical roles or Subcontractors;
1. Technical, engineering or equipment changes, including to Tank Cleaning (ATC/NME) equipment or the BLABO System;
1. Process or procedural changes, including to a JS/HA, Permit-to-Work, or Site-Specific HSE Plan;
1. Introduction or substitution of chemicals, consumables or materials;
1. A new Tank Site, facility, or Journey Management route; and,
1. Any change required as an outcome of the SWDA Regulatory & Standards Review Process.
All Employees, Contractors and Subcontractors are required to:
1. Familiarise themselves with the MOC Procedure, which is being distributed together with this Memo and will be covered in HSE induction and toolbox talks;
1. Raise a Management of Change Request (MOCR) Form before implementing any in-scope change, and obtain the appropriate level of approval before proceeding, in accordance with the Risk Screening & Approval Authority Matrix in the Procedure; and,
1. Report any change observed to have been made without an approved MOCR to their Supervisor or the HSE Manager without delay.
High-Risk and Major Changes require my personal, documented approval before implementation. Department and Project Managers are to ensure their teams, and any Contractors and Subcontractors working under their supervision, are briefed on this requirement without delay.
SWDA's continued record of safe and successful project delivery depends on every change being properly assessed before it is made. I expect the full support and strict compliance of every member of the SWDA team in implementing this Procedure.
Questions on this Memo or the MOC Procedure should be directed to the HSE Manager / Management Representative.
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Gliffeth Wonuigwe
Group Managing Director
GasGroup International Limited



Distribution: All Department & Project Managers (for onward briefing) · HSE Manager · MOC Committee · All Tank Site Supervisors · Notice Boards (Kidney Island Warehouse, Port Harcourt & all Project Sites) · RAEC Contract File
Attachment: SWDA Management of Change (MOC) Procedure, Ref. SWDA-HSE-PROC-04.5.1, Rev. 00
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SUBJECT:  DISSEMINATION & MANDATORY COMPLIANCE  —   SWDA MANAGEMENT OF CHANGE  (MOC) PROCEDURE (Ref. SWDA - HSE - PROC - 04.5.1)  

    This Memo is issued to formally disseminate SWDA's new Management of Change (MOC) Procedure (Ref. SWDA - HSE - PROC - 04.5.1, Rev. 00) to all Employees, Contractors and Subcontractors, and to confirm that it has been  reviewed and personally endorsed by the Manag ing Director as a mandatory control document within the SWDA  HSE Management System (HSE - MS).   Effective immediately, no change to personnel, organisation, equipment, process, procedure, materials, or a work  site  —   on the RAEC 18 - Tank ATC/NME Cleaning Project or on any other SWDA operation  —   shall be implemented  without first following the MOC Proce dure. This includes, but is not limited to, changes falling within the following  categories:   •   Organisational or personnel changes, including changes to HSE - critical roles or Subcontractors;   •   Technical, engineering or equipment changes, including to Tank Cleaning (ATC/NME) equipment or the  BLABO System;   •   Process or procedural changes, including to a JS/HA, Permit - to - Work, or Site - Specific HSE Plan;   •   Introduction or substitution of chemicals, consumables or materials;   •   A new Tank Site, facility, or Journey Management route; and,   •   Any change required as an outcome of the SWDA Regulatory & Standards Review Process.   All Employees, Contractors and Subcontractors are required to:   •   Familiarise themselves with the MOC Procedure, which is being distributed together with this Memo and  will be covered in HSE induction and toolbox talks;   •   Raise a Management of Change Request (MOCR) Form before implementing any in - scope change, and  obtain the appropriate level of approval before proceeding, in accordance with the Risk Screening &  Approval Authority Matrix in the Procedure; and,   •   Report any change observed to have been made without an approved MOCR to their Supervisor or the HSE  Manager without delay.   High - Risk and Major Changes require my personal, documented approval before implementation. Department  and Project Managers are to ensure their teams, and any Contractors and Subcontractors working under their  supervision, are briefed on this requirement w ithout delay.  

