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Introduction

Document Control is one of the most essential — and most underestimated — functions on any
Engineering, Procurement and Construction (EPC) project. Every drawing, specification, vendor
submittal, transmittal, and correspondence that moves between the Owner, Engineering
Consultant, EPC Contractor, Subcontractors, and Vendors passes through the hands of a
Document Controller. Without disciplined document control, projects suffer from lost revisions,
rework, disputes over which drawing is 'current,' missed approvals, and audit failures.

This guide is written for professionals entering or advancing in the Document Control profession,
particularly within EPC contractors, fabrication yards, and megaprojects across the GCC and
Saudi Arabian industrial sector, where Saudi Aramco Engineering Standards (SAES), ASME
codes, and strict ISO 9001-based quality systems govern nearly every document that is issued.

Whether you are preparing for a Document Controller interview, studying for a certification exam,
or simply want a structured desk reference for daily work, this guide consolidates the
terminology, workflows, and best practices used across real EPC projects into one resource.

ABOUT THIS GUIDE:
This guide is provided free of charge by FreeDocumentsHub.com. For ready-to-use document
control templates, registers, and calculation workbooks, visit our Gumroad store.

Who This Guide Is For

* Fresh graduates and career-changers targeting an entry-level Document Controller or DCC
Assistant role

» Working Document Controllers who want a structured reference to fill knowledge gaps

» Candidates preparing for Document Control interviews or internal certification/CBT
assessments

* Engineers, planners, and QA/QC staff who interact with document control processes and
want to understand the terminology

+ Small EPC contractors and fabrication companies setting up a document control function for
the first time

How to Use This Guide

The guide is organized into seven parts, moving from foundational concepts through to a full
terminology reference. Parts 1-2 build the conceptual foundation (what document control is, and
the systems used to do it). Parts 3-5 walk through the operational processes in the order they
typically occur across a project lifecycle — from document creation through to final handover.
Part 6 is aimed specifically at interview and career preparation. Part 7 is a standalone reference
section — keep it bookmarked as a quick lookup whenever you encounter an unfamiliar
abbreviation in a project document.
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Part 1 — Role & Fundamentals of Document Control

1.1 What is Document Control?

Document Control is the discipline of managing the creation, review, approval, distribution,
revision, and archiving of all project documents and drawings in a structured, traceable, and
auditable manner. It ensures that every stakeholder on a project is always working from the
current, correct revision of any document — and that a complete history of who issued, reviewed,
and approved each document is preserved.

On an EPC project, thousands of documents are generated: engineering drawings, datasheets,

specifications, vendor documents, procedures, correspondence, and reports. Document Control
exists to prevent chaos — to make sure the right document reaches the right person, at the right
revision, at the right time.

1.2 Who is a Document Controller?

A Document Controller (sometimes called a Document Control Specialist, Document
Coordinator, or DCC Officer) is the individual responsible for operating the document control
system on a day-to-day basis. This includes logging incoming and outgoing documents,
maintaining registers, issuing transmittals, tracking review cycles, and ensuring compliance with
the project's Document Control Procedure.

* Receives, logs, and distributes incoming documents from clients, vendors, and
subcontractors

* Prepares and issues outgoing transmittals with correct numbering and status codes

* Maintains the Master Document Register (MDR) and Vendor Document Register (VDR)
» Tracks document review and approval cycles against contractual timelines

* Ensures correct document numbering, revision control, and status coding

» Coordinates with engineering, QA/QC, construction, and procurement teams

* Archives superseded and as-built documents for project close-out and handover

» Supports internal and external audits with traceable document history

1.3 Document Controller vs. Document Manager vs. Records Manager

Role Typical Scope ‘ Level

Document Controller Day-to-day logging, transmittals, registers, Operational
distribution

Document Control Lead / Supervises DCCs, sets procedures, manages

) . - Team Lead

Supervisor EDMS configuration

Document Manager Ow_ns document control strategy across the full Managerial
project/program

Records Manager L_ong-term archlvgl, retention policy, and records Specialist
lifecycle after project close-out
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1.4 Why Document Control Matters on EPC Projects

A single missed revision update can lead to fabrication of a pipe spool from an outdated
isometric drawing, costing weeks of rework and material waste. A missing transmittal record can
leave a contractor unable to prove that a design change was properly communicated, exposing
the company to commercial claims. Document Control is the invisible backbone that keeps very
large, multi-party projects — often involving hundreds of engineers, dozens of vendors, and
multiple client representatives — moving in sync.

WHY IT MATTERS:
On Saudi Aramco and other GCC megaprojects, poor document control is one of the most
common root causes cited in project delay and dispute investigations.

1.5 A Day in the Life of a Document Controller

No two days are identical, but a typical day on an active EPC project follows a recognizable
rhythm. Understanding this rhythm helps new entrants know what to expect and helps interview
candidates speak credibly about the role.

1. Morning: check the EDMS inbox for new incoming transmittals from Client, Consultant, or
Vendors; log each into the register

2. Review outstanding review/approval cycles and flag any documents approaching their
contractual response deadline

3. Coordinate with engineering leads to collect documents ready for outgoing transmittal

4. Prepare and issue outgoing transmittals with correct document numbers, revisions, and
status codes

5. Update the Master Document Register and Vendor Document Register with the day's
activity

6. Respond to internal queries from engineers, planners, or construction staff needing the
latest revision of a document

7. Attend or minute progress/coordination meetings where document status is discussed
8. Prepare periodic (daily/weekly) document control status reports for management
9. File and archive hard copies (where required) and back up the digital register

1.6 Key Stakeholders Document Control Works With

Approves documents, issues comments, receives transmittals for

Client / Owner -
review and record

Reviews technical content, issues approval status on behalf of or

Engineering Consultant (PMC) alongside the Client

Originate documents, respond to comments, request document

Engineering Discipline Leads numbers

Coordinates vendor document submission schedules and VDR

Procurement Team .
tracking

Submit datasheets, drawings, certificates, and O&M manuals per the

Vendors & Suppliers VDRL

QA/QC Department Cross-references inspection records and certificates against the MDR

FreeDocumentsHub.com | contact@freedocumentshub.com Page 7
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Stakeholder Typical Interaction

Construction Team Requests latest IFC drawings, submits redlines and punch list inputs

Submit and receive documents through the main contractor's

Subcontractors
document control team

Part 2 — Document Control Systems & Tools

2.1 Electronic Document Management Systems (EDMS)

Modern EPC projects rely on an EDMS — a centralized software platform where all documents
are uploaded, numbered, routed for review, approved, and archived. An EDMS enforces
workflow discipline, provides a complete audit trail, and gives every stakeholder controlled
access to the latest approved revision.

* Aconex — one of the most widely used EDMS platforms on GCC megaprojects, supporting
transmittals, workflows, and RFls

* Documentum — enterprise-grade EDMS used by many Owner organizations and large EPC
contractors

* ProjectWise (Bentley) — common on engineering-heavy projects with strong CAD/drawing
integration

» SharePoint — used on smaller projects or internally within a contractor's own organization

* Aveva NET / Enterprise Information Management — used on process plant and oil & gas
projects

2.2 Document Numbering Systems

Every document on an EPC project is assigned a unique document number that encodes
information such as the project code, originating company, discipline, document type, and a
sequential number. A typical structure looks like this:

Segment Example Meaning

Project Code SYS-040 Project or system/unit identifier

Originator CTR Originating company (Contractor, Vendor, etc.)
Discipline PIP / MEC / ELE / INS Piping, Mechanical, Electrical, Instrumentation
Document Type DS /DWG /CALC / SPEC Datasheet, Drawing, Calculation, Specification
Sequence No. 0101 Sequential running number

Revision Rev. B Revision letter or number

Example: SYS-040-CTR-PIP-DWG-0101 Rev. B refers to Piping Drawing number 0101, Revision
B, issued by the Contractor for System 040.

2.3 Document Status Codes

Status codes indicate the purpose and authority level of an issued document. Using the wrong
status code — for example, issuing a drawing 'For Construction' before it has received formal
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client approval — is one of the most serious document control errors and can have significant
safety and cost implications.

Code Meaning Typical Use

IER Issued For Review Intern'al or interdisciplinary review before formal
submission

IFA Issued For Approval Submitted to client/consultant for formal
approval

IFI Issued For Information Shared for awareness only, no action required

IEC s (B e e ﬁsg)roved and authorized for field construction

. Issued to support a bidding or tendering

IFB/IFT Issued For Bid / Tender process

AFC Approved For Construction Cllent-gpproved status confirming construction
authority

AB / AEC-AB As-Built Final documentation reflecting actual
constructed condition

2.4 Revision Control Principles

* Preliminary revisions typically use numbers or letters (Rev. 0, Rev. A) before formal approval

» Approved-for-construction revisions typically move to numeric revisions (Rev. 1, Rev. 2)
after client sign-off

» Every revision must be logged with the reason for change, date, and the person who

approved it

» Superseded revisions must never be deleted — they are archived and clearly marked as

superseded

* Arevision history block must appear on every controlled drawing and document

COMMON PITFALL:
Never allow two different departments to use two different numbering conventions for the same
document set — this is one of the most common causes of document duplication and confusion
on large projects.

2.5 Comparing Common EDMS Platforms

Platform Strength Common On

Aconex Strong transmittal/workflow engine, GCC megaprojects, Oil & Gas,
widely adopted client-side standard Infrastructure

Documentum Enterprise scalability, strong records Large Owner organizations, multi-
management features project portfolios

. . Deep CAD/drawing integration with . . . .

ProjectWise Bentley design tools Engineering-heavy, design-led projects

SharePoint Flex!ble, lQW'COSt’ e et Smaller contractors, internal-only use
configuration

Aveva NET / EIM _Strong .3D model and engineering data Process plants, Oil & Gas facilities
integration

Regardless of which platform a project uses, the underlying document control principles —
unigue numbering, controlled status codes, auditable transmittals, and a single master register —
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remain the same. A competent Document Controller can typically transition between platforms
within a few weeks because the discipline lies in the process, not the software.

2.6 Worked Examples of Document Numbering

Example 1 — Engineering Drawing:

SYS-040-CTR-PIP-DWG-0101 Rev. B — System 040, issued by the Contractor, Piping
discipline, Drawing type, sequence 0101, currently at Revision B.

Example 2 — Vendor Datasheet:

SYS-020-VEN-MEC-DS-0007 Rev. 0 — System 020, issued by a Vendor, Mechanical
discipline, Datasheet type, sequence 0007, at the initial issue revision.

Example 3 — Calculation Package:

SYS-060-CTR-STR-CALC-0032 Rev. A — System 060, issued by the Contractor, Structural
discipline, Calculation type, sequence 0032, at preliminary Revision A.

TIP:

Always confirm the exact numbering convention in the project-specific Document Control
Procedure (DCP) before assigning numbers — conventions vary between Owners and contracts
even within the same industry.

Part 3 — Core Document Control Processes

3.1 Transmittals

A transmittal is the formal cover document that accompanies any document or drawing sent
between parties. It records what was sent, to whom, when, for what purpose (status code), and
the required response date. Transmittals are the single most important record in document
control because they provide legal and contractual proof of communication.

* Incoming Transmittals — documents received from the Client, Consultant, or Vendor, logged
into the register upon receipt

* Outgoing Transmittals — documents issued by the Contractor to the Client, Consultant, or
site team

» Each transmittal carries a unique transmittal number, issue date, list of enclosed documents,
and required action (Review, Approval, Information)

* A transmittal log must be maintained showing transmittal status, response due date, and
actual response date

3.2 Master Document Register (MDR) & Vendor Document Register (VDR)

The MDR is the single source of truth listing every document required, planned, or issued on the
project — including its number, title, discipline, current revision, and status. The VDR performs
the same function specifically for documents that vendors and suppliers are contractually
required to submit (datasheets, drawings, test certificates, O&M manuals).
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Register Purpose ‘ Typical Owner

MDR Trqus all project documents across all disciplines and Document Control Team
originators

VDR / VDRL Trac!<s vendor-specific submittals against contractual Procurement / Document
requirements Control

DDL g)tggr;es who receives which documents and at what Document Control Team

3.3 Document Distribution Matrix

The distribution matrix defines which stakeholders (Client, Consultant, Contractor departments,
Subcontractors, Vendors) receive which categories of documents, and at which status (IFR, IFA,
IFC). A well-built matrix prevents both under-distribution (someone missing a critical drawing)
and over-distribution (flooding inboxes with irrelevant documents).

3.4 Review & Approval Workflow

10. Document is drafted by the originating discipline engineer

11. Document Controller assigns a document number and logs it in the MDR
12. Document is issued internally for interdisciplinary check (IFR)

13. Comments are consolidated and incorporated by the originator

14. Document is issued to Client/Consultant for approval (IFA)

15. Client returns the document with a review code (Approved, Approved with Comments,
Revise and Resubmit, Rejected)

16. Document Controller logs the review outcome and routes for revision if required

17. Once approved, the document is re-issued at the appropriate construction status
(IFC/AFC)

3.5 Request for Information (RFI) Process

An RFl is a formal mechanism used when a contractor requires clarification from the Client or
Engineer on design intent, a conflicting requirement, or missing information. RFIs must be
logged, numbered, tracked against a response deadline, and closed out once an answer is
received and incorporated.

3.6 Redline Markups & As-Built Documentation

During construction, field changes are marked up in red ink directly on the issued-for-
construction drawing — these are called redlines. At the end of construction, Document Control
coordinates with engineering to incorporate all approved redlines into a final As-Built drawing set,
which becomes the permanent record of what was actually built.

3.7 Correspondence Control

All formal letters, emails, and Minutes of Meeting (MOM) that carry contractual weight must be
logged, numbered, and filed in a searchable correspondence register, separate from the
technical document register.

3.8 Punch List / Snag List Management
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As construction nears completion, outstanding items (incomplete work, defects, missing
documentation) are captured in a punch list, categorized by severity (Category A items block
start-up; Category B/C items can be closed post start-up), tracked to closure, and signed off
jointly by Contractor and Client representatives.

3.9 Sample Transmittal Form — Typical Fields

Transmittal No. Unique sequential number, e.g., SYS-040-CTR-TR-0045
Date Issued Date the transmittal is sent

From / To Originating company and receiving company/department
Purpose Review, Approval, Information, Construction, Record
Enclosed Documents List of document numbers, titles, and revisions included
Required Response Date Contractual deadline for review/approval feedback
Remarks Any special instructions or references to related transmittals

3.10 Document Control KPIs

Document Control performance is typically tracked using measurable indicators reported to
project management on a weekly or monthly basis:

* Percentage of documents issued on schedule against the project's document master
schedule

* Average client/consultant review turnaround time versus the contractual review period
* Number of overdue transmittals awaiting response

* Percentage of vendor documents received on time against the VDRL schedule

* Number of open RFIs and average time to closure

* Punch list closure rate approaching mechanical completion

Part 4 — Quality, Compliance & Standards

4.1 1SO 9001 and Document Control

ISO 9001 requires organizations to maintain ‘documented information' under controlled
conditions — meaning documents must be identifiable, reviewed and approved before use,
protected from unauthorized changes, and available where needed. Document Control is, in
practice, the operational function that satisfies these ISO 9001 clauses on a project.

* Clause 7.5 — Documented Information: control of creation, updating, and retention
* Controlled distribution ensures obsolete documents are removed from points of use

+ External documents (client specs, vendor manuals) must also be controlled and version-
tracked

4.2 ASME & SAES Relevance to Document Control
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While ASME codes (such as ASME B31.3 for process piping) and Saudi Aramco Engineering
Standards (SAES) govern engineering content, Document Control ensures the correct edition
and revision of each referenced standard is recorded on every datasheet and drawing, since
codes themselves are periodically revised. Saudi Aramco projects additionally require documents
to follow specific SAES-based numbering, formatting, and submission procedures defined in the
project's Document Control Procedure (DCP).

4.3 Audit Trail & Document Retention

A complete audit trail means that, at any point, an auditor can answer: who created this
document, who reviewed it, who approved it, when was it issued, to whom, and what happened
to the previous revision. EDMS platforms automatically timestamp every action; where manual
registers are used, Document Controllers must ensure the same level of traceability is
maintained manually.

Document Category Typical Retention Period Responsible Party

Life of facility + defined years after

Engineering drawings & as-builts decommissioning

Owner / Records Management

QA/QC records & inspection

reports 10+ years (per contract/standard) Contractor / QA Department

Duration of contract + defects liability

. Document Control Team
period

Correspondence & transmittals

Vendor documents (O&M
manuals, certificates)

4.4 Confidentiality & Access Control

» Documents are classified (e.g., Public, Internal, Confidential, Restricted) and access is
granted on a need-to-know basis

Life of equipment Owner / Maintenance

+ EDMS user permissions must be reviewed periodically, especially when personnel roll off
the project

* Physical hard-copy archives must be stored in access-controlled areas

COMPLIANCE REMINDER:

Confidentiality breaches involving proprietary vendor designs or client-sensitive data are treated
as serious contractual and legal matters — document controllers are often the last line of defense
against accidental over-distribution.

45 Internal & External Audit Readiness Checklist

* Master Document Register is complete, current, and matches the actual document
repository

» All controlled documents show correct revision, status, and approval evidence

» Transmittal log reconciles with the number of documents actually issued and received

» Superseded documents are clearly marked and separated from current, active documents
» Access permissions in the EDMS match current project staffing

+ Sample transmittals can be traced end-to-end: issue, receipt, review, response, closure

* Document Control Procedure (DCP) is the current approved revision and being followed in
practice

FreeDocumentsHub.com | contact@freedocumentshub.com Page 13




FreeDocumentsHub.com

Part 5 — Handover & Project Close-Out

5.1 Mechanical Completion Documentation

Mechanical Completion (MC) marks the point where a system has been constructed, inspected,
and tested in accordance with design requirements and is ready to progress to pre-
commissioning. Document Control supports MC by ensuring every required inspection record,
test certificate, and punch list item is compiled into a Mechanical Completion Certificate (MCC)
package before Ready for Start-Up (RFSU) is declared.

5.2 Final Documentation Dossier / Handover Package

At project close-out, Document Control compiles the complete final documentation dossier —
often called the Final Handover Package or Turnover Package — which typically includes:

+ Complete As-Built drawing set

* Final Master Document Register showing the last approved revision of every document
* All vendor O&M manuals, certificates, and warranty documents

* Mechanical Completion and commissioning records

* Punch list closure records

* Final inspection and test reports (ITRs)

* Complete correspondence and transmittal history

5.3 Digital Archiving for Operations & Maintenance

Once handed over, the Owner's operations and maintenance teams rely on the document
archive for the entire operating life of the facility — often 20-30 years. Document Control must
ensure the final archive is delivered in an organized, indexed, and durable digital format
(commonly PDF/A for long-term archival) with a searchable index cross-referenced to the MDR.

BEST PRACTICE:

A poorly organized handover dossier is one of the most common complaints Owners raise against
EPC contractors at project close-out — investing in a clean, well-indexed final archive protects the
contractor's reputation for future work.

5.4 Final Handover Checklist

Item Status Check

Final As-Built drawing set All redlines incorporated and approved
Final MDR Reflects last approved revision of every document
Vendor O&M manuals & certificates Complete set collected per VDRL

Mechanical Completion / RFSU records | Certificates signed by all parties

Punch list closure records Category A/B/C items closed or formally accepted

Inspection & Test Reports (ITRs) Filed and cross-referenced to equipment tags
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Item Status Check

Correspondence & transmittal archive Complete, indexed, and searchable

Digital archive format PDF/A or agreed long-term format, indexed to MDR

Part 6 — Career Path & Certification Preparation

6.1 Skills Employers Look For

Strong working knowledge of at least one EDMS platform (Aconex, Documentum,
ProjectWise, SharePoint)

* Meticulous attention to detail and strong organizational discipline

» Working knowledge of document numbering, status codes, and revision control principles
» Familiarity with ISO 9001 documentation requirements

* For GCC/Saudi Aramco projects: awareness of SAES-based document control procedures
» Advanced Microsoft Excel skills for register management and reporting

» Clear written communication for transmittal cover letters and correspondence

6.2 Common Interview & Exam Questions

18. What is the difference between ‘'Issued for Review' and 'Issued for Approval'?

19. How would you handle a situation where two departments issue conflicting revisions of
the same drawing?

20. Explain the purpose of a Master Document Register and what fields it typically contains.
21. Whatis a transmittal, and why is it contractually important?

22. How do you ensure superseded documents are removed from active use?

23. What is the role of Document Control during project handover?

24. Describe the difference between a Punch List Category A and Category B item.

25. What steps would you take upon discovering a document was issued with the wrong
status code?

6.3 Career Progression Path

Level Typical Title Experience
Entry Document Control Assistant / Clerk 0-2 years
Mid Document Controller / DCC Officer 2-5 years
. Senior Document Controller / Document Control
Senior 5-8 years
Lead
Management Document Control Manager / Information Manager 8+ years

6.4 Model Answer Framework for Interview Questions

When answering scenario-based questions, structure your response around three elements: (1)
what the correct process/procedure requires, (2) what immediate action you would take, and (3)
how you would prevent recurrence. For example, for 'How would you handle a conflicting revision
issued by two departments?’, a strong answer identifies the MDR as the single source of truth,
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describes immediately flagging the conflict to both discipline leads and freezing distribution of
both revisions until resolved, and proposes a document control checklist step to prevent

recurrence.

Interviewers in the GCC/Saudi Aramco contracting environment often probe specifically for
familiarity with SAES-based procedures, Aconex or similar EDMS experience, and the ability to
explain document status codes without hesitation — these fundamentals are worth memorizing
cold before any interview or CBT assessment.

6.5 Related Certifications & Training

» Certified Document Controller-type training programs offered by private training institutes

across the GCC

+ EDMS-specific vendor training/certification (e.g., Aconex platform training)

* ISO 9001 Internal Auditor training — valuable for understanding the compliance side of the

role

* Records and Information Management (RIM) courses for those targeting Records Manager

progression

+ Company-specific CBT (Computer-Based Test) assessments required by Owners such as
Saudi Aramco for contractor personnel

Part 7— Common Challenges & Troubleshooting Guide

Even with a well-designed document control system, day-to-day issues arise. The table below
lists the most frequently encountered problems on EPC projects and the standard resolution

approach.

Challenge Recommended Resolution

Two revisions of the same document
appear ‘current’

Freeze both, verify against the MDR and transmittal history,
reissue a single confirmed current revision

Vendor consistently misses VDRL
submission deadlines

Escalate through procurement, log formally as a vendor
performance issue, track in vendor document status report

Field team using an outdated printed
drawing

Immediate recall of superseded copies, reissue controlled hard
copy with clear superseded stamp, retrain on 'no photocopies
from personal folders' policy

Transmittal sent but no response
received by due date

Send a formal reminder transmittal/letter, log as overdue in the
KPI report, escalate to project management if critical

Client rejects a document that was
based on approved prior input

Trace the full revision history and approval trail, raise for
clarification via RFl/technical query rather than silently revising

Numbering duplication between two
departments

Immediately reconcile in the MDR, assign a corrected unique
number, document the correction and notify all recipients

EDMS access lost for a departing
employee not disabled promptly

Formalize an offboarding checklist step for IT’TEDMS
administrators tied to HR clearance

As-built markups incomplete at project
close-out

Cross-check redline register against punch list and inspection
records before finalizing the as-built package
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Part 8 — Quick Reference Checklists

8.1 Daily Checklist

* Log all incoming transmittals received since the last check

* Flag any documents nearing their contractual review deadline
* Issue outgoing transmittals prepared by discipline teams

» Update the MDR and VDR with the day's transactions

* Respond to internal requests for current-revision documents

8.2 Weekly Checklist

* Reconcile transmittal log against actual EDMS activity

* Prepare the weekly document control status report and KPIs

* Follow up on overdue reviews, RFls, and vendor submissions

» Spot-check a sample of recently issued documents for correct numbering and status codes

8.3 Monthly Checklist

* Full MDR and VDR audit against the document master schedule
* Review EDMS user access list against current project staffing

* Archive/backup the document register and key records

* Report document control KPIs to project management

8.4 Essential Fields Every Master Document Register Should Contain

* Document number, title, discipline, and document type
» Originator (Contractor, Vendor, Subcontractor)

* Current revision and status code (IFR/IFA/IFC/AFC/AB)
* Planned issue date vs. actual issue date

* Review/approval outcome and date

* Transmittal number(s) associated with each issue

* Remarks / cross-references to related documents

Part 9 — Sample Document Control Procedure (DCP)
Outline

Every EPC project should operate under a project-specific Document Control Procedure — the
master governing document that defines exactly how document control will be executed on that
contract. Below is a representative table of contents with a short description of what each section
typically covers, useful both as a study reference and as a starting point when a company is
setting up its own procedure.
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DCP Section Typical Content

1. Purpose & Scope

Defines what the procedure covers
and which parties it applies to

2. Definitions & Abbreviations

Project-specific terminology and
status code definitions

3. Roles & Responsibilities

RACI-style breakdown of who does
what in the document control
workflow

4. Document Numbering System

The exact coding structure to be
used for all project documents

5. Document Status Codes

Full list of approved status codes
and their meaning/authority level

6. Transmittal Procedure

Format, numbering, and workflow for
incoming and outgoing transmittals

7. Review & Approval Cycle Times

Contractual timeframes for each
review stage (e.g., 14 calendar
days)

8. EDMS Configuration

Which platform is used, access
levels, and folder/workflow structure

9. Vendor Document Control

VDRL format, submission schedule,
and vendor document review
process

10. Correspondence Control

Numbering and filing rules for letters,
emails, and MOM

11. Revision Control Rules

How revisions are incremented and
superseded documents are handled

12. Archiving & Retention

Retention periods and archiving
format for each document category

13. Handover Requirements

Final dossier structure and format
required at project close-out

TEMPLATE TIP:

If your company does not yet have a formal DCP, this outline
can be adapted directly as a starting template —
FreeDocumentsHub.com also offers ready-to-use document
control register and procedure templates.

9.1 Sample RACI Matrix for Document Control Activities

A RACI matrix (Responsible, Accountable, Consulted, Informed) clarifies exactly who does what
across a document's lifecycle. A simplified example:

Activity

Document Controller

Discipline Engineer

Project/Doc
Manager

Assign document number R C A
Draft technical content I R A
Issue for interdisciplinary review C |

Issue for client approval | A
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Project/Doc

Activity Document Controller Discipline Engineer Manager
Incorporate review comments | R |
Maintain MDR/VDR R | A
Approve final handover dossier R C

9.2 Templates a Document Controller Should Always Have Ready

» Master Document Register (MDR) template with all essential fields pre-built
* Vendor Document Register / VDRL template linked to procurement schedule
» Outgoing and incoming transmittal cover templates

» Document distribution matrix template

» Correspondence/MOM register template

* Punch list / snag list tracking template

* Weekly document control status report template

* Final handover dossier index template

Part 10 — Frequently Asked Questions

Q1. What is the difference between a document controller and a document
coordinator?

In most organizations the titles are used interchangeably. Where a distinction exists, ‘coordinator’
sometimes implies a slightly broader role that includes scheduling and progress reporting
alongside pure document handling.

Q2. Can a document be issued 'IFC' without formal client approval?

No. Issuing a document as 'Issued for Construction' before it has received the required approval
bypasses quality control and is considered a serious procedural violation with potential safety
and cost consequences.

Q3. Who decides the document numbering convention on a project?

The Owner or Engineering Consultant typically dictates the numbering convention through the
contract's Document Control Procedure; the Contractor's Document Control team implements it
consistently across all disciplines.

Q4. What happens to a document once it is superseded?

It is never deleted. It is marked as superseded, moved to a superseded/historical folder in the
EDMS, and retained for the full audit and retention period, since historical revisions may be
needed for future reference or dispute resolution.

Q5. How long should transmittal records be kept after project completion?

This is contract-specific, but transmittal and correspondence records are typically retained for the
duration of the contract plus the Defects Liability Period, and often longer for regulated industries.

Q6. What is the difference between a Punch List item and an NCR?
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A Punch List item is typically an outstanding or incomplete item of work identified near
completion, while a Non-Conformance Report (NCR) documents a deviation from a specification
or approved procedure that requires formal disposition.

Q7. Does a Document Controller need an engineering background?

Not necessarily. Strong organizational skills, attention to detail, and EDMS proficiency matter
more than formal engineering qualifications, though familiarity with engineering document types
is very helpful.

Q8. What software skills are most valued?

Proficiency in the project's EDMS platform (commonly Aconex), advanced Excel for register
management and reporting, and general document handling in Word and PDF tools.

Q9. What is a 'hold point' in document review?

A hold point is a stage in a review or inspection sequence where work or approval must stop until
a specific document, inspection, or sign-off has been completed and verified.

Q10. How is a vendor document review different from an internal engineering
document review?

Vendor documents are reviewed against the purchase order technical requirements and
applicable specifications, often using vendor-specific review codes (e.g., Code 1 — No
Comments, Code 2 — Comments, Resubmission Not Required, Code 3 — Revise and Resubmit,
Code 4 — Rejected).

Q11. What is the difference between a Master Document Register and a Document
Index?

The MDR is the authoritative, continuously updated register for the entire project. A Document
Index is often a narrower, point-in-time list — for example, the index of documents included in a
specific handover package or data book.

Q12. Can a Document Controller reject a document?

A Document Controller does not make technical approval decisions, but can and should reject a
document submission on procedural grounds — for example, incorrect numbering, missing
revision history, or wrong file format — before it enters the formal review workflow.

Q13. What is the difference between a hard copy and a controlled copy?

A controlled copy is tracked in the distribution system and automatically updated or recalled
when superseded. An uncontrolled hard copy (e.g., a personal printout) is not tracked and can
become outdated without the holder's knowledge — this is why controlled copies are stamped
and logged.

Q14. How are drawing numbers different between the Client and Contractor?

Large projects often carry two numbers on the same drawing: the Contractor's internal document
number and the Client's project-wide numbering system. Both must be cross-referenced correctly
in the MDR to avoid confusion.

Q15. What is a 'zero revision' document?
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Rev. 0 (or Rev. A, depending on convention) typically denotes the very first formal issue of a
document, before it has passed through any approval cycle.

Q16. Who is responsible for numbering vendor documents?

Vendors typically use their own internal numbering system, but the Contractor's Document
Control team cross-references each vendor document against a project document number in the
VDR for tracking purposes.

Q17. What happens if a document is issued with a wrong status code?

It must be immediately recalled or reissued with a formal notice to all recipients, the error logged,
and the transmittal history corrected — this is treated as a non-conformance in most quality
systems.

Q18. Are emails considered controlled documents?

Emails carrying contractual instructions or approvals are typically captured into the
correspondence register and treated as controlled records, even though the email system itself is
not the document control system.

Q19. What is the role of Document Control in a HAZOP or design review?

Document Control ensures the correct, current revision of all relevant drawings and datasheets is
available to the review team, and formally issues and tracks the resulting action items and any
triggered document revisions.

Q20. Is Document Control the same across Oil & Gas, Construction, and
Infrastructure projects?

The core principles are the same everywhere, but terminology, specific status codes, and
governing standards (e.g., SAES for Saudi Aramco oil & gas projects versus general construction
codes) vary by sector and Owner.

Part 11 — Glossary of Key Terms

This glossary provides plain-language definitions for core document control concepts,
complementing the abbreviations reference in Part 12.

As-Built Documentation

The final set of drawings and documents updated to reflect the actual constructed condition of a
facility, incorporating all approved field changes and redlines.

Audit Trail

A chronological record showing every action taken on a document — creation, review, approval,
revision, and distribution — used to demonstrate control and traceability.

Controlled Document

Any document that is subject to formal management under the document control system, as
opposed to an uncontrolled copy such as a personal printout.
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Correspondence Register

A log of all formal letters, emails, and meeting minutes exchanged between project parties,
numbered and filed separately from technical documents.

Distribution Matrix

A table defining which stakeholders receive which categories of documents, at which status,
ensuring correct and complete distribution.

Document Master Schedule

The planned timeline for the issue of each major project document, used to track document
control performance against project milestones.

Interdisciplinary Check (IDC)

An internal review process where different engineering disciplines check a document for
consistency and conflicts before it is issued externally.

Redline Markup

Handwritten or digital annotations, typically in red, made on a construction drawing to record a
field change before it is formally incorporated into an as-built revision.

Superseded Document

A document revision that has been formally replaced by a newer approved revision but is
retained in the archive for historical record.

Transmittal

The formal cover record accompanying any document sent between project parties, recording
what was sent, to whom, when, and for what purpose.

Approval Code

A standardized code (e.g., Code 1, 2, 3, 4) used by reviewers to indicate the outcome of a
document review, ranging from full approval to rejection.

Change Management

The formal process for identifying, evaluating, approving, and documenting any change to an
approved design, procedure, or document.

Concession / Deviation Request

A formal request to deviate from an approved specification or standard, requiring documented
justification and approval before proceeding.

Data Book

A compiled set of documents — typically certificates, test records, and drawings — related to a
specific piece of equipment, submitted as a package.

Document Index

A structured list of all documents within a defined scope (a package, a discipline, or an entire
project), used for navigation and control.
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Document Lifecycle

The complete journey of a document from creation, through review, approval, revision, and
eventual archiving or as-built status.

Field Change

A modification made to the design during construction, typically captured first as a redline before
being formally incorporated.

Hold Point

A mandatory stop in a work or review sequence that cannot be passed until a specified
inspection, document, or approval is completed.

Interface Management

The coordination of information and responsibilities between two or more disciplines, contractors,
or systems that depend on each other's inputs.

Latest Revision

The most recently approved and issued version of a document, which supersedes all prior
revisions for active use.

Master Document Register (MDR)

The central register listing every document on a project along with its current status, revision, and
key metadata.

Notification of Inspection (NOI)

A formal notice issued by the contractor to the client or third-party inspector requesting
attendance at a scheduled inspection.

Originator

The company or party responsible for creating and issuing a specific document (e.g., the
Contractor, a Vendor, or a Subcontractor).

Quality Record

Any document that provides objective evidence that a quality requirement has been met, such as
an inspection report or test certificate.

Records Retention Schedule

A defined policy specifying how long each category of project document must be kept before it
can be disposed of or archived long-term.

Review Cycle

The defined period and sequence of steps a document passes through between initial issue and
final approval.

Sequential Numbering

A numbering approach where documents of the same type and discipline are assigned
increasing numbers in the order they are created.
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Superseding Revision

A new revision of a document that formally replaces and invalidates the previous revision for
active use.

Traceability

The ability to track a document's complete history — origin, changes, approvals, and distribution
— at any point in its lifecycle.

Working Copy
An uncontrolled, in-progress version of a document used during drafting, not yet issued through
the formal document control system.

Part 12 — Abbreviations & Terminology Reference (200+
Terms)

The following reference tables list the short forms and their full forms most commonly used in
document control, engineering, and EPC project environments across the GCC and Saudi
Arabian industrial sector — organized by category for quick lookup.

12.1 General Project Management
Short Form  Full Form Short Form | Full Form

EPC Egggﬁf&?ﬁn Procurement and PMC Project Management Consultant
PMT Project Management Team EPCM Egﬂgfjélt?c?n &rgﬁ:éirpniwt &
FEED Front-End Engineering Design BOD Basis of Design

SOwW Scope of Work WBS Work Breakdown Structure
POA Plan of Action KPI Key Performance Indicator

PO Purchase Order PR Purchase Requisition

RFQ Request for Quotation RFP Request for Proposal

RFI Request for Information TQ Technical Query

MOM Minutes of Meeting MOU Memorandum of Understanding
MOC Management of Change NCR Non-Conformance Report

CAR Corrective Action Request PAR Preventive Action Request
RCA Root Cause Analysis KOM Kick-Off Meeting

PIC Person In Charge POC Point of Contact

TOR Terms of Reference LOI Letter of Intent

LOA Letter of Award NOA Notice of Award

NTP Notice to Proceed EOT Extension of Time

VO Variation Order CO Change Order

CN Change Notice FAC Final Acceptance Certificate
PAC Provisional Acceptance Certificate DLP Defects Liability Period
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12.2 Document Control Specific

Short Form  Full Form Short Form | Full Form

DC Document Control DCC Document Control Center
DCS Document Control Specialist EDMS glyesctgr?]nic DR e SIS
DMS Document Management System MDR Master Document Register
VDR Vendor Document Register VDRL Vendor Document Requirement List
TDL Transmittal Document List DDL Document Distribution List
DRL Document Requirement List DCN Document Change Notice
DCR Document Change Request IFA Issued For Approval

IFR Issued For Review IFC Issued For Construction
IFD Issued For Design IFB Issued For Bid

IFI Issued For Information IFT Issued For Tender

IFP Issued For Purchase AFC Approved For Construction
AFD Approved For Design ABD As-Built Drawing

AB As-Built REV Revision

TC Transmittal Cover RTS Returned To Sender

CDSs Code of Design Status QCP Quality Control Plan

ITP Inspection and Test Plan ITR Inspection Test Report
DBR Design Basis Report TBE Technical Bid Evaluation
TBA Technical Bid Analysis DIR Document Index Report
DTS Document Transmittal Sheet RFD Request for Deviation
RFW Request for Waiver FDR Final Design Review

IDR Interdisciplinary Design Review 30D 30% Design (Preliminary)
60D 60% Design (Detailed) 90D 90% Design (Near-Final)

12.3 Engineering & Discipline Terms

Short Form  Full Form Short Form | Full Form

P&ID Piping and Instrumentation Diagram PFD Process Flow Diagram

GA General Arrangement GAD General Arrangement Drawing
ISO Isometric Drawing BOM Bill of Materials

BOQ Bill of Quantities MTO Material Take-Off

DS Data Sheet SLD Single Line Diagram

HMB Heat and Mass Balance PDS Plant Design System

3D Three-Dimensional Model CAD Computer-Aided Design
HAZOP Hazard and Operability Study HAZID Hazard Identification Study
SIL Safety Integrity Level P&L Plot and Layout

EQL Equipment List LL Line List

CL Cable List 10 Input/Output List

JB Junction Box MCC Motor Control Center

PLC Programmable Logic Controller DCS-E Distributed Control System
SCADA Supervisory Control and Data Acquisition | ESD Emergency Shutdown System
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Short Form  Full Form Short Form | Full Form

F&G Fire and Gas System UPS Uninterruptible Power Supply

HVAC Heating, Ventilation and Air Conditioning | CP Cathodic Protection

NDT Non-Destructive Testing NDE Non-Destructive Examination

WPS Welding Procedure Specification POR Procedure Qualification Record

WPQ Welder Performance Qualification RT Radiographic Testing

uT Ultrasonic Testing MT Magnetic Particle Testing

PT Penetrant Testing VT Visual Testing

PWHT Post-Weld Heat Treatment FAT Factory Acceptance Test

SAT Site Acceptance Test SIT Site Integration Test

12.4 Quality, Codes & Standards

Short Form  Full Form Short Form | Full Form

QA Quality Assurance QC Quiality Control

QMS Quality Management System QAP Quiality Assurance Plan

QAR Quality Assurance Representative 1ISO9001 ISO 9001 Quality Management Standard
American Society of Mechanical . . .

ASME Engineers ANSI American National Standards Institute

) . American Society for Testing and

API American Petroleum Institute ASTM Materials
National Association of Corrosion . . .

NACE Engineers SAES Saudi Aramco Engineering Standards

SAEP Saudi Aramco Engineering Procedures SAMSS SaUd.' _Ara_mco Materials System

Specifications

Gl General Instruction (Saudi Aramco) MSS Manufacturers Standardization Society

DIN Deutsches Institut flir Normung BS British Standard

EN European Norm ISO-STD International Organization for

Standardization

IEC Interna_tlo_nal Electrotechnical NFPA National Fire Protection Association
Commission
Occupational Safety and Health

Okl Administration

12.5 Health, Safety & Environment (HSE)

Short Form  Full Form Short Form | Full Form

HSE Health, Safety and Environment HSE-MS HSE Management System

PTW Permit to Work JSA Job Safety Analysis

JHA Job Hazard Analysis TBT Tool Box Talk

PPE Personal Protective Equipment LOTO Lockout/Tagout

MSDS Material Safety Data Sheet SDS Safety Data Sheet

LTI Lost Time Injury TRIR Total Recordable Incident Rate
NM Near Miss EHS Environment, Health and Safety
ERP Emergency Response Plan MOC-S Management of Change (Safety)
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Short Form

Full Form

Short Form

Full Form

CSE

Confined Space Entry

12.6 Construction & Commissioning

Short Form  Full Form Short Form | Full Form

RFSU Ready for Start-Up MC Mechanical Completion
MCC-P Mechanical Completion Certificate PLI ::r’]rser-)g;zgrr?issioning, ~Ep ClEES
PC Pre-Commissioning COM Commissioning

SuU Start-Up TOP Taking Over Protocol

TOC-C Taking Over Certificate PL Punch List

SNAG Snag List CIS Construction Inspection Sheet
WIR Work Inspection Request FIR Final Inspection Request

Sl Site Instruction Fl Field Instruction

FCR Field Change Request FCN Field Change Notice

RFA Request for Approval DPR Daily Progress Report
WPR-R Weekly Progress Report MPR Monthly Progress Report
S-Curve Schedule/Progress Curve CTR Contractor

SUB Subcontractor EMP Employer

CONS Consultant

12.7 Commercial & Contractual

Short Form  Full Form Short Form | Full Form

LC Letter of Credit BG Bank Guarantee

APG Advance Payment Guarantee PBG Performance Bank Guarantee
IPC Interim Payment Certificate FPC Final Payment Certificate
BOQ-C Bill of Quantities (Commercial) LD Liguidated Damages

T&C Terms and Conditions FOB Free on Board

CIF Cost, Insurance and Freight DDP Delivered Duty Paid
INCOTERMS | International Commercial Terms

12.8 Contract Types & Project Phases

Short Form  Full Form Short Form | Full Form

ITB Invitation to Bid EOI Expression of Interest

PQ Pre-Qualification BOD-C Basis of Design (Contractual)

FID Final Investment Decision EPC-L Eﬂgg?;&mgi_gﬁfg;emem’ Construction,
LSTK Lump Sum Turnkey ubC Unit of Delivery Contract

JVv Joint Venture SPA Share Purchase Agreement

NDA Non-Disclosure Agreement SLA Service Level Agreement
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Short Form  Full Form Short Form | Full Form

GC General Conditions (of Contract) SC Special Conditions (of Contract)
COC Certificate of Completion PAC-C Provisional Acceptance Certificate
FAC-C Final Acceptance Certificate WBS-C Work Breakdown Structure

S/D Shutdown T/A Turnaround

129 IT & File Formats

Short Form  Full Form Short Form | Full Form

PDF Portable Document Format DWG AutoCAD Drawing File

DGN MicroStation Design File XLS Excel Spreadsheet File

DOC Word Document File TIFF Tagged Image File Format
ZIP Compressed Archive File OCR Optical Character Recognition
URL Uniform Resource Locator FTP File Transfer Protocol

API-IT Application Programming Interface SaaS Software as a Service
ERP-IT Enterprise Resource Planning

Part 13 — Essential Keyboard Shortcuts (Word, Excel &

Windows)

Document Controllers spend most of the working day inside Word, Excel, PDF viewers, and the
Windows file system — logging transmittals, updating registers, formatting documents, and
searching through folders. Fluency with keyboard shortcuts directly translates into speed and
fewer errors when handling high volumes of documents under deadline pressure. The tables
below cover the shortcuts most relevant to document control work.

13.1 Microsoft Word — Essential Shortcuts

Shortcut Action

Ctrl + N Create a new document

Ctrl + O Open an existing document

Ctrl+S Save the document

F12 Save As (choose new name/location)
Ctrl+ P Print the document

Ctrl+Z/Ctrl+Y

Undo / Redo

Ctrl+ C/Ctrl + X/ Ctrl + V

Copy / Cut / Paste

Ctrl + F

Find text

Ctrl+H

Find & Replace

Ctrl+B/Ctrl+ |/ Ctrl + U

Bold / ltalic / Underline

Ctrl + Shift + C / Ctrl + Shift + V

Copy formatting / Paste formatting (Format Painter)

Ctrl + Enter

Insert a page break
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Shortcut Action

Ctrl + K

Insert a hyperlink

Ctrl + Alt + M

Insert a comment

Ctrl + Shift + E

Toggle Track Changes on/off

Alt + Shift + D

Insert current date field

Ctrl + End / Ctrl + Home

Jump to end / start of document

Ctrl+1/Ctrl+2/Ctrl+5

Single / Double / 1.5 line spacing

Alt + Ctrl + F

Insert a footnote

F7

Spelling & grammar check

13.2 Microsoft Excel — Essential Shortcuts

Shortcut Action

Ctrl + N

Create a new workbook

Ctrl+S

Save the workbook

Ctrl+ C/Ctrl +V

Copy / Paste cells

Ctrl+Z/Ctrl +Y

Undo / Redo

Ctrl + Arrow Key

Jump to the edge of a data region

Ctrl + Shift + Arrow Key

Select to the edge of a data region

Ctrl + Space / Shift + Space

Select entire column / entire row

Ctrl + Home / Ctrl + End

Jump to cell Al / last used cell

Ctrl+ F/Ctrl+ H

Find / Find & Replace

Ctrl+ 1

Open Format Cells dialog

Ctrl+B/Ctrl+ |/ Ctrl + U

Bold / Italic / Underline

Ctrl + ; / Ctrl + Shift + ;

Insert current date / current time

Alt + = AutoSum a selected range
F2 Edit the active cell
F4 Toggle absolute/relative cell references ($)

Ctrl + Shift + L

Toggle AutoFilter on a data range

Ctrl+T

Convert range to a Table

Alt + Enter

Start a new line within the same cell

Ctrl + Page Up / Page Down

Move between worksheet tabs

Ctrl +°

Toggle display of formulas vs. values

Ctrl + Shift + $/ % / #

Apply Currency / Percentage / Date format

Ctrl + +/ Ctrl + -

Insert / delete selected rows or columns

13.3 Windows & General Computer Shortcuts
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Shortcut Action

Ctrl + A

Select all

Ctrl + Tab / Alt + Tab

Switch between open tabs / open applications

Windows + E Open File Explorer

Windows + D Show/hide the desktop

Windows + L Lock the computer

Ctrl + Shift + N Create a new folder (File Explorer)
F2 Rename a selected file or folder
Ctrl+z Undo the last file operation

Ctrl + Scroll Wheel

Zoom infout in most applications and browsers

Alt + F4

Close the active application

Ctrl + Shift + Esc

Open Task Manager

Windows + Shift + S

Open Snipping Tool (screen capture) for document evidence

Ctrl+ P

Print (works across most Windows applications)

Ctrl + Click (in Explorer)

Select multiple individual files

Shift + Click (in Explorer)

Select a range of files

13.4 PDF Viewer (Adobe Acrobat Reader) — Useful Shortcuts

Shortcut Action

Ctrl + F Search within the PDF

Ctrl + Shift + H rIirgil}lt()ale/disable full screen reading
Ctrl + M Rotate view

Ctrl + Shift +5/7 Fit page / fit width

Ctrl+ K Open Preferences

Ctrl + Shift + J Full screen mode

PRODUCTIVITY TIP:

Memorizing Ctrl+F (Find), Ctrl+H (Find & Replace), F4 (repeat
last action / toggle references in Excel), and Ctrl+Shift+L (Excel
filters) alone will noticeably speed up daily register and
transmittal work.
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Part 14 — Sample Report Layout & Top Mistakes to Avoid

13.1 Sample Weekly Document Control Status Report Layout

A typical weekly report circulated to project management includes a snapshot table like the one
below, alongside narrative comments on any critical issues:

Metric This Week Cumulative ‘ Target
Documents issued (IFA) 24 412 On Schedule
Documents approved (AFC) 19 365 On Schedule
Transmittals overdue for response | 3 - 0

\(endor documents received on 88% 91% > 95%

time

Open RFIs 6 - <10

Punch list items closed 14 201 On Schedule

13.2 Top Mistakes New Document Controllers Should Avoid

26. Issuing a document without verifying it carries the correct, unique document number
27. Using the wrong status code (e.g., IFC before formal approval is received)

28. Deleting or overwriting a superseded document instead of archiving it

29. Distributing documents outside the approved distribution matrix

30. Failing to log a transmittal immediately upon receipt or issue

31. Letting the MDR fall out of sync with the actual EDMS repository

32. Not tracking review due dates, leading to missed contractual deadlines

33. Allowing uncontrolled printed copies to circulate on site without a recall process

34. Falling to cross-reference vendor document numbers with the internal project numbering
system

35. Waiting until project close-out to begin organizing the final handover dossier
36. Not maintaining a clear audit trail for who approved a change and when
37. Assuming verbal instructions are sufficient without formal correspondence
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Part 15 — Case Study: Document Lifecycle Walkthrough

The following walkthrough traces a single piping drawing through its complete lifecycle on a
hypothetical Cooling Water System package, illustrating how the concepts in this guide connect
in practice.

14.1 Background

System 040 (Cooling Water System) includes centrifugal pumps P-101 A/B, heat exchanger HX-
101, storage tank TK-101, and control valve CV-101. The Contractor's piping team is preparing
the piping general arrangement drawing for this package.

14.2 Step-by-Step Lifecycle

38. The piping engineer drafts the General Arrangement drawing and requests a document
number from Document Control

39. Document Control assigns SYS-040-CTR-PIP-DWG-0012 Rev. A and logs it in the MDR
as 'planned'

40. The drawing is issued internally as IFR for interdisciplinary check by mechanical,
instrumentation, and civil teams

41. Comments are consolidated; the piping engineer incorporates changes and reissues
Rev. B

42. Document Control issues Rev. B to the Client via outgoing transmittal TR-0045, marked
IFA, with a 14-day response requirement

43. The Client returns the document at Rev. B with Approval Code 2 (Approved with
Comments)

44. Comments are incorporated into Rev. C, which is reissued to the Client for confirmation

45. Rev. Cis returned as Code 1 (Approved) and reissued internally as AFC — Approved for
Construction

46. During construction, the field team identifies a minor routing change and redlines the
AFC copy

47. At Mechanical Completion, Document Control coordinates incorporation of the redline
into the final As-Built revision, Rev. 1 (AB)

48. The As-Built drawing is included in the final handover dossier, cross-referenced in the
final MDR

14.3 What This Demonstrates

» Every revision change was driven by a specific, traceable event (internal comment, client
comment, field change)

* The transmittal record provides contractual proof of when the Client received and responded
to each revision

» Status codes moved in a controlled sequence: IFR — IFA — AFC — As-Built, never
skipping a required stage

* The MDR was updated at every step, so at any point a stakeholder could confirm the
current, correct revision
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Part 16 — Recommended Standards & Further Resources

Document Controllers working on GCC and Saudi Arabian industrial projects benefit from
familiarity with the following standards and reference bodies, even though technical compliance
itself is usually owned by the engineering discipline rather than Document Control:

» Saudi Aramco Engineering Standards (SAES) — governing standard for design across
Saudi Aramco projects

» Saudi Aramco Engineering Procedures (SAEP) — procedural requirements referenced
alongside SAES

* ASME (American Society of Mechanical Engineers) — codes such as ASME B31.3 for
process piping

* API (American Petroleum Institute) — standards for oil & gas equipment and facilities

* ISO 9001 — the foundation for most project quality management systems, including
document control

* 1SO 15489 — international standard specifically for records management principles

» Project-specific Document Control Procedure (DCP) — always the primary reference for
day-to-day decisions

GOOD PRACTICE:
Standards evolve — always confirm you are referencing the current edition cited in the project's
contract documents, since older editions may have been superseded.

Part 17 — Quick Self-Assessment

Before moving on to an interview, CBT assessment, or your first day on the job, test yourself
against the checklist below. If you can confidently explain each item without referring back to this
guide, you are well prepared.

» | can explain the difference between IFR, IFA, IFC, and AFC without hesitation

» | can describe the purpose of a Master Document Register and what fields it contains

* | understand why a transmittal is contractually important, not just administrative

* | know how a typical project document number is structured and can decode one

* | can describe the review and approval workflow from draft to Approved for Construction
* | understand the difference between a redline and an as-built drawing

* | can explain what a Vendor Document Register is used for

* | know what belongs in a final handover / close-out dossier

* | can name at least three EDMS platforms used in the industry

* | can recognize at least 50 of the abbreviations listed in Part 12 on sight

STUDY TIP:
Revisit any item you are unsure of by jumping back to the relevant Part using the Table of
Contents — this guide is designed to be used as an ongoing reference, not just read once.
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About FreeDocumentsHub.com

FreeDocumentsHub.com provides ready-to-use engineering document templates, calculation
workbooks, and certification study guides for EPC contractors, fabrication companies, and
industrial professionals across the GCC and Saudi Arabian market. Our resources are built to
align with ASME and SAES-compliant industry practice.

For document control registers, transmittal templates, calculation workbooks, and exam-prep
guides, visit our store or get in touch.

www.freedocumentshub.com | contact@freedocumentshub.com
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