	[image: ]
	Project Construction Field Change Document Procedure




[bookmark: _Toc160876729][bookmark: _Toc197495960][bookmark: _Toc254937798][bookmark: _Toc255911951][bookmark: _Toc262650543][bookmark: _Toc367794936][image: ]





EXPRO National Manual for Projects Management

Volume 9, chapter 4

Project Construction Field Change Document Procedure




Document No. EPM-KCE-PR-000003 Rev 004


		





Document Submittal History:


	Revision:
	Date:
	Reason For Issue

	000
	16/10/2017
	For Use

	001
	29/11/2017
	For Use

	002
	27/11/2018
	For Use

	003
	10/11/2020
	For Use

	               004
	10/08/2021
	For Use




THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT
IMPORTANT NOTICE

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority.
This Document should be read in its entirety including the terms of this Important Notice. The government entities may disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided that such disclosure includes this Important Notice.
Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party howsoever arising with respect to or in connection with the use of this Document including any liability caused by negligent acts or omissions.
This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.
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[bookmark: _Toc104212169]PURPOSE
The purpose of this procedure is to define the standard work processes for the initiation, review, evaluation, approval and control of Field Change Documents (FCD).
This procedure applies to works performed under all Government construction projects executed throughout the Kingdom of Saudi Arabia.
For the purposes of the Construction Management Procedures the Project Management Company is the EPMO (Entity Project Management Organization) appointed by the Entity and references prefixed with “Site”, such as Site Construction Department, Site Engineering Department, represent the Project Management Company at Project level, on construction sites.
[bookmark: _Toc104212170]SCOPE
This procedure applies to changes to design documents issued for permanent and temporary project systems and facilities. It covers the construction, testing, and commissioning phases of the project.
The reasons for initiating an FCD may include instruction to clear physical interference between commodities, correction of obvious drafting errors, and correction of a discrepancy on a design document when the correct data or configuration is provided in another document, etc.
The Field Change Document process shall not be used:
· To document violations to project specifications, regulatory, code or legal requirements.
· For Technical Queries (Refer to EPM-KCE-PR-000002- Project Construction Technical Query (TQ) Procedure).
· To document Non-Compliances (Refer to EPM-KCQ-PR-000006 - Project Construction Control of Nonconforming Items Procedure).
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	Definitions
	Description

	Design Change Notice (DCN)
	A set of technical documents intended to be either added to a conformed contract or to replace specified parts of a conformed contract. All DCNs are initiated by the Project Management Company Engineering Department and executed by a Design Contractor, referred to as Architect/Engineer A/E.

	Enterprise Content
Management System (ECMS)
	An information management and collaboration platform for managing and controlling project documents and records.

	Field Change Document (FCD)
	A document used to make a change to an issued design document. Once approved, it is a valid design document.

	Non-Conforming Items (Non-Conformance Report, NCR)
	A deficiency in characteristic, documentation, or procedure that renders the quality of an item or activity unacceptable or indeterminate.

	Technical Query (TQ)
	A document used to request formal clarification of contract documents, design documents, or design intentions. A TQ may not be used to change design, schedule, or cost.

	Change Request
	A contractual change notice advising the Construction Contractor of a potential compensable change.

	Entity Project Management Organization (EPMO)
	An Entity Project Management Organization, this is an integrated team that comprises the Entity and its PMC responsible for managing all the Entity’s projects.

	Site Contracts Department
	Department within the Project Management Company that is responsible for administering Contracts.

	Site Construction Department
	Department within the Project Management Company that is responsible for Construction activities/operations

	Site Engineering Department
	Department within the Project Management Company that is responsible for Engineering or design activities/ operations.

	Architectural/Engineer (A/E) Consultant
	Architectural/Engineer Consultant appointed by the EPMO to undertake the design of the project.
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1. EPM-KCE-PR-000002 - Project Construction Technical Query (TQ) Procedure
2. EPM-KCQ-PR-000006 - Project Construction Control of Nonconforming Items     Procedure
3. EOM-ZP0-PR-000004 - Operations and Maintenance - Projects Interface 
[bookmark: _Toc104212173]RESPONSIBILITIES
[bookmark: _Toc104212174]Site Contracts Department
The Site Contracts Departments is responsible for transmitting FCDs to the Construction Contractor raised by the Site Construction Department or Site Engineering Department and for issuing approved dispositions to the Construction Contractors for execution.
[bookmark: _Toc104212175]Site Engineering Department
The Site Engineering Department is responsible to ensure validated FCDs are processed, dispositioned and subsequent changes are incorporated into affected documents as necessary.
[bookmark: _Toc104212176]Site Construction Department
The Site Construction Department is responsible for ensuring that FCDs are accurate and complete and approved as required, ensuring the FCD process is implemented in accordance with this procedure and
coordinating with the Site Contracts Department and Site Engineering Department accordingly.

5.4 Asset and Facility Management Department

the Asset & Facility Department is responsible for ensuring that FCDs are not impacting the operation and maintenance requirements. Full consideration shall be given to the asset reliability and life cycle cost

[bookmark: _Toc104212177]REQUIREMENTS 
[bookmark: _Toc104212178]FCD Initiation
An FCD can be initiated by the Site Construction Department or Construction Contractor.
The FCD should be raised using the project FCD template as shown in Attachment 1- Project Construction Field Change Document Form Template (Sample) to request approval to change design documents. FCDs may be issued to address design change, resolve interferences, improve design, assist constructability, etc.
The Site Construction Department or Construction Contractor initiating an FCD shall:
· Provide a clear description of the proposed Field Change
· Provide a clear reason/justification for the proposed change
· Provide a recommendation for disposition/solution, if any
· Provide a required date for return.
If the Construction Contractor initiates the FCD, the FCD shall be transmitted to the Site Contracts Department with all attached documents for review.
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6.2.1 Receipt and Tracking
Once initiated the FCD will be recorded in the Enterprise Content Management System (ECMS) and Site Document Control will update a FCD Tracker and will forward the FCD to the Site Construction Department for technical review and approval.


6.2.2 Review by the Site Construction Department
The Site Construction Department shall review the proposed document to verify:
· The accuracy of the described condition
· Adequacy of the proposed change
· Compliance with project technical requirements
· Proper coordination with affected construction disciplines.
The Site Construction Department review shall determine if there are any design impacts that would necessitate a DCN by the Site Engineering Department; and/or would cause schedule impact created by the requested change and shall document this on the FCD Form.
The Site Construction Department will transmit valid FCDs to the Site Engineering Department for review, disposition, and approval prior to implementation.
FCDs that are not valid will be returned to the initiator.
[bookmark: _Toc104212180]Site Engineering Department Disposition of FCD 

6.3.1 Review by the Site Engineering Department
The Site Engineering Department shall assign the required resources for FCD disposition and identify any needed coordination with the Architect/Engineer (A/E), the Asset and Facility Management Department, and other disciplines or departments.
It is recommended that the A/E who provided the original design should perform the review of the proposed change. 
The Asset and Facility Management Department shall review the proposed change to study the impact on the asset operability, maintainability, reliability and the asset life cycle cost. 
Note: A formal review with supporting calculations, as necessary, by the Site Engineering Department is required prior to the start of the related work in the field.
Major changes in the FCD criteria shall be supported by analysis/design calculations; structure or equipment design basis; performance, or warranties on vendor supplied equipment or documents and list those Design Documents affected by this change.
FCDs should be dispositioned within the time stipulated in the Contract, or if not stated, then within a reasonable time. Seven working days may be a reasonable time for most issues, but it is mainly dependent upon the complexity of the issue under review. The Site Engineering Department shall notify the Site Construction Department of any potential delays in providing the disposition, which will be greater than the time stated in the Contract or greater than a reasonable as defined above, from the requested FCD disposition date.

The Site Engineering Department or A/E shall disposition the FCD based on acceptability of the proposed change, compliance with design basis requirements, design and interface considerations, impact on the asset operability, maintainability, reliability and asset life cycle cost, or change of scope.
Depending on the results of the review and evaluation of the proposed change, the Site Engineering Department or A/E Consultant / Design Firm shall mark the appropriate “Engineering Disposition”:
· Approved “As Is”
· Approved with Changes
· Rejected
Note: If a Field Change generates a design impact, either a Design Change Notice (DCN) and/or a revised drawing shall be initiated by the A/E Consultant / Design Firm responsible for the original design, in liaison with the Site Engineering Department. A Time and Cost analysis should also accompany the DCN and the Site Contract Department and the Site Construction Department shall be informed.

Upon completion of the above, if the change is significant in terms of cost and time, the Site Engineering Department or A/E Consultant / Design Firm, shall prepare a detailed report and recommendation for the Entity (EPMO) / Client’s representative for review. The Entity (EPMO) / Client’s representative shall be informed of the change with all details for final approval by the Entity (EPMO) / Client.

[bookmark: _Toc104212181]FCD Distribution and Retention
Once approved the FCD is distributed to Document Control by the Site Construction Department for uploading into ECMS, and then to the Site Contracts Department for either normal transmission to the Construction Contractor or for the Site Contracts Department to issue a Contract Change Notice if it is determined that there is a potential compensable change. All final approved FCDs shall be recorded and logged in ECMS.

[bookmark: _Toc104212182]Execution of FCD by Construction Contractor
The Construction Contractor will perform the work as described on the FCD with no deviation from the approved disposition.
[bookmark: _Toc104212183]ATTACHMENTS
1. EPM-KCE-TP-000019 - Project Construction Field Change Document Form  Template
2. Project Construction Field Change Document Flow Chart
[bookmark: _Toc104212184]Attachment 1 -EPM-KCE-TP-000019 - Project Construction    Field Change Document Form Template
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*Note: Significant changes require a detailed report and recommendation to be submitted to the Client for approval by the Engineering Department or AIE Consultant / Design Firm





