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DOCUMENT CONTROL PROCEDURE
Quality & HSE Management System — Level 2 Procedure

1.  Purpose
This Procedure establishes the method by which South West Design Africa Limited (SWDA) creates, identifies, reviews, approves, issues, distributes, revises, and retains documents and records within its Quality and HSE Management System (HSE-MS). It ensures that only current, authorized documents are available at the point of use and that obsolete documents are promptly withdrawn, in accordance with the SWDA HSE-MS and the requirements of the Renaissance ATC / NME Tank Cleaning Contract (CW-68582).
2.  Scope
This Procedure applies to all controlled documents and records generated for or used on the Project — including Policies, Plans, Procedures, Work Instructions, Method Statements, JHSAs, registers, forms, drawings, certificates, and externally-sourced documents (client and regulatory) — and to all SWDA personnel, subcontractors, and third parties who originate or use such documents.
3.  Definitions
3.1  Controlled Document — a document whose distribution and revision status is tracked, so that recipients always hold the current version (e.g., this Procedure).
3.2  Uncontrolled Document — a copy issued for information only, not updated when revised; every printed copy is uncontrolled unless stamped “CONTROLLED COPY”.
3.3  Master Copy — the single authoritative original of a document, held by the Document Controller.
3.4  Record — evidence of an activity performed or result achieved (e.g., completed inspection sheet, permit, training record).
3.5  Document Controller (DC) — the person responsible for maintaining the document-control system and master register.
4.  Roles & Responsibilities
	Role
	Responsibility

	Managing Director (MD)
	Approves and endorses this Procedure and all controlled Level-1 documents (Policies, Plans, Procedures); provides authority for the document-control system.

	Document Controller (DC)
	Custodian of the master register; allocates document numbers, maintains the master copy, issues controlled copies, withdraws superseded documents, and safeguards records.

	QA/QC & Regulatory Compliance Mgr.
	Reviews documents for technical adequacy and regulatory alignment prior to approval; coordinates periodic reviews.

	HSE Manager / Advisors
	Originate, review and maintain HSE-MS documents; ensure current versions are in use at the point of work.

	Originators / Authors
	Draft and revise documents to the required format; raise change requests; submit for review and approval.

	All Personnel
	Use only current, controlled documents; do not copy or distribute controlled documents without DC authorization.


5.  Document Identification & Numbering
Every controlled document carries a unique reference, revision number, issue date, and page “x of y” numbering. The Project numbering convention is:
	Element
	Meaning

	RENAISSANCE-CW-68582 / SWDA-2026-RAEC-NNN-VV
	Full controlled reference used on Project deliverables.

	RENAISSANCE-CW-68582
	Client contract / tender identifier.

	SWDA-2026-RAEC
	Originator (SWDA), year, and project code (Renaissance Africa Energy Co.).

	NNN
	Sequential document serial number (001, 002, …).

	VV
	Two-digit revision number (00 = first issue; 01, 02 … thereafter).


6.  Document Review, Approval & Issue
6.1  Originators draft documents to the standard SWDA format (header block, doc. number, revision, date, page numbering, and endorsement/approval area).
6.2  The QA/QC and/or relevant discipline manager reviews the draft for technical accuracy, regulatory compliance, and format.
6.3  The Managing Director (or delegated authority) approves and endorses the document; Level-1 documents (Policies, Plans, key Procedures) require MD endorsement.
6.4  On approval, the DC allocates/confirms the document number, registers it in the master register, and issues controlled copies to the distribution list. Superseded versions are withdrawn and destroyed or marked “SUPERSEDED / FOR REFERENCE ONLY”.
7.  Distribution & Access Control
Controlled copies are issued only by the DC against a distribution list that records holder, copy number, and issue date. Electronic master copies are held in a read-only controlled folder; edit rights are restricted to the DC. Recipients must not reproduce or forward controlled documents without DC authorization.
8.  Revision & Change Control
Any change to a controlled document is requested through the DC, reviewed and approved by the original approving authority (or equivalent), and issued as the next sequential revision (00 → 01 → 02 …). The revision number and date are updated, the change is recorded in the Revision History, and superseded copies are recalled. Minor editorial corrections that do not affect meaning may be batched at the next scheduled review.
9.  Records, Retention & Storage
Records are legible, readily retrievable, and protected from damage or loss. Project records are retained for the duration of the Contract and for the minimum period required by the Client and applicable Nigerian regulation (and no less than the statutory retention period), after which they are dispositioned with DC and MD authorization. Electronic records are backed up regularly.
10.  Revision History
	Rev.
	Date
	Description of Change
	Prepared By
	Approved By

	00
	05/08/2026
	First issue — issued for Renaissance ATC / NME Project.
	Document Controller
	MD (G. Wonuigwe)



ENDORSEMENT
Reviewed, approved and endorsed for implementation on the Renaissance ATC / NME Tank Cleaning Project:
____________________________________
Mr. Gliffeth Wonuigwe
Group CEO / Managing Director — South West Design Africa Limited (SWDA)
Date:  05 August 2026
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