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1. PURPOSE:  This guidance provides an overall strategy for the compilation, storage and management of Project documentation in support to the Civil Works Project Manager concept within the Savannah District.
2. GUIDANCE:  The intent of this memo is to provide records management guidelines for the PPMD Managers and Senior Project Managers and Project Managers.
3. SCOPE: This guidance is applicable to all Projects, Studies and Project Managers within Project Management and Operations Divisions.

4. PROCESS:  (not applicable)
5. REVISION:  This guidance will be updated biannually or as needed to reflect changes in the processes. PM-CP through the DPM will be responsible for coordination of updates with District staff offices. 
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INTRODUCTION:

To be successful, the District must maintain a consistent database of Project Documents that accurately document the life of the project.  Up to now, it was up to the Project Manger to keep these documents in the active project files.  But as the Project Managers retire or move on, often these documents were often lost, misplaced or destroyed.

In addition, almost all of the Project Documents influence the rules for the project execution, such as the scope, cost and roles and responsibilities of the team members.  This Project Management Business Process guidance is to cover the proper development and management of Project Documents over the life cycle of the project, and the proper archiving of project documents upon closeout.
DOCUMENT TYPES:

For a typical project, there are the following Civil Works Project Management documents that govern the implementation of the project:  

· Reconnaissance Reports

· Project Study Plans (PSP) 

· Feasibility Studies

· Project Management Plans

· Limited and General Reevaluation Reports

· Chief’s Reports

· Records of Decision

· Environmental Impact Statements

· Environmental Assessments and Findings Of No Significant Impacts (FONSI)

· Project Cooperation, Novation, Section 203, Section 204b Agreements

· Escrow Account Agreements

· Memoranda of Agreement (MOA)

· Memoranda of Understanding (MOU)

· General Design Memoranda

· Feature Design Memoranda

· Acquisition Plans

· Source Selection Plans

· Advertised Contract Document (Plans and Specifications), to be superceded by the Awarded Contract (Specifications and Drawings) when awarded, and then superceded by the Final Contract Documents (with all Modifications and As-Builds) once the contract is complete and closed out.

· O&M Manuals

· Final Accounting of Cost Report

· Schedule and Cost Sharing Requests

· Transfer from Construction In Progress (CIP) to Plant in Service (PIS) documents.

· Correspondence with the Local Sponsor

· Correspondence with Higher Authority

In addition, there are Civil Programming Documents that also need to be retained for the life of the project.  These are:

· Annual Reports

· Budget Requests

· Funding Requests

· Funds Transfer Documentation

· Justification Sheets

· PB-2a Sheets

· Annual update of MCACES Estimates

· Annual Mini-Hearing Presentations

· Quarterly CMR data

· Monthly Civil PRB Reports

· Monthly  PPDS Reports

CIVIL PROGRAMS MANAGEMENT DUTIES RELATIVE TO DOCUMENT MANAGEMENT:
· Receives, stores and retrieves upon command critical project documentation.  Civil Programs will receive two copies of all project documentation; one to keep in a project file (i.e. Savannah Harbor Expansion, PCA), and another copy for all similar documents (i.e. PCA’s).

· Civil Programs shall store the latest version of any documents, which will be replaced upon the acceptance of a later version.

· Project Documents for Closed-out projects shall be retired onto CD-ROM.

PROJECT MANAGEMENT DUTIES RELATIVE TO DOCUMENT MANAGEMENT:
· Each Project Manager will immediately prepare a list of Project Documents that are to be stored in Civil Programs Section Library, depending on the phase and status of each Project Manager’s project(s). 

· It will be up to the Project Manager to assure that there is at least one copy of all existing project documents in the Project Management Library within 30 days of the implementation of this guidance.  As future critical project documents are prepared and approved, the Project Manager shall assure that the Civil Programs Section is given at least two copies of critical project documents in the Civil Programs Library.

· The Project Manager shall properly include the cost of proper Project Records Documentation and include the cost of archiving the Project Documents in the project cost estimate.

· The Project Manager shall also properly schedule the Records Keeping activities in the Project Management Plan, to include routine reproduction costs as well as the final archiving of the project documents onto CD-Rom.

SENIOR PROJECT MANAGEMETN DUTIES RELATIVE TO DOCUMENT MANAGEMENT:

· Assure that each Project Manager is meeting the minimum requirements for Project Management Documentation.

REVISION:  

· This guidance will be updated annually or as needed to reflect changes in the processes.  PM-CP, with input from participating offices, issues revisions through the DPM.
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