
9. Project documentation check sheet prior to introduction of safe 
chemicals 
 
It is probable that the jobsite or client will have in place a system for checking the 
new plant is ready to accept chemicals, this is usually in the form of Management of 
Change procedure, (MOC) Hazard Study process or a Pre Start up Safety Review 
(PSSR) system. 
 
Please use the guide words below to check that the detail within the table is found 
within the job or client system. If some of the check words are not found, discuss with 
the client and incorporate accordingly. If there is no system in place use this 
paperwork system in its entirety. 
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chemical introduction 

 

 

Team Members: (Typical listed) 
Project Manager -  
Mechanical Engineer - 
Electrical Engineer - 
Process Engineer - 
Operations Manager - 
SHE Advisor - 
Commissioning Manager - 
 

PROJECT Author DATE

No Section Guide word Comments and action Action On 
1 Installation Has a check of pipe work, valves, 

instrumentation configuration and 
supports against P&ID’s and 
isometrics been made?  

  

Check equipment labeling, insulation 
and valve numbering, testing and 
labeling of stop and start buttons and 
isolators.   

  

Have correct materials of 
construction been used.  

 

  

2 Relief Systems  Correctly installed and documented 
to approved company and 
standards.  

  

Schedule of inspections in place.   
 

  

3 Interlocks, 
Shutdown systems 
and Alarms 

All commissioning checklists and 
procedures completed.   

  

Interlock and shutdown test 
procedures written   

  

Practicality of test methods reviewed 
and approved 

  

List of persons responsible for 
testing in place.    

  

Alarm action review completed   

Procedure in place for the control of 
interlock and S/D defeats.   
 

  

4 Restrictor orifices 
or other flow 
restricting devices.  

Are all in place, labeled, documented 
and a system available to sustain.   

  

5 Equipment 
Inspections  

Check availability of equipment 
manufacturer’s and independent 
authorities test certificates.   

  

6 HAZOP Have all requirements and actions 
from the HAZOP been implemented 
and completed 

  

  



No Section Guide word Comments and action Action On 
7 

 

Operating and 
Maintenance 
Procedures. 

Written and validated for normal 
operation, start-up, planned and 
emergency shutdowns and 
decontamination. 

  

Maintenance procedures compiled   
Log sheets developed   
General Risk Assessments written, 
if applicable   

  

8 Spares Systems for control of materials 
used, e.g., gaskets, valves, 
instruments, etc. in place and has 
been updated for the new plant 

  

9 Control of Hazardous 
Substances   

Assessments and controls in place 
that meet EPA and RCRA 
requirements.  

  

10 Noise  Noise assessment carried out?   
Ear protection zones marked.     

11 
 

 Effluents Sampling schedules in place, 
ownership and responsibilities 
defined 

  

Systems for disposal of samples, 
spillages, etc. defined and in 
place   

  

12 Ionizing Radiation Authorities informed?    
Installation and monitoring system 
in place. 

  

13 Major pipe line 
isolations  

Accessibility, operability and 
labeling of major isolations 
checked. 

  

System to monitor fitting of lock 
set-up 

  

14 Emergency Power, 
Services and 
Communications 

Are they satisfactory for ongoing 
operation? 

  

Test schedules in place.    

15 Training  Program complete, validated and 
records in place (should cover 
operating and maintenance 
personnel)    

  

16 Computer control 
systems 

Validation and acceptance checks 
complete. 

  

Functional design paperwork 
available  

  

17 Management of 
Change, MOC  

MOC generated and complete to 
commissioning stage? 

  

18 Drawings P&ID’s updated and indexed    

Electrical loop, one-line and 
instrument loop drawings available 
and issued to 
commissioning/operations 

  

 

 



No Section Guide word Comments and action Action On 
19 Management of 

Change, MOC  
MOC generated and complete to 
commissioning stage? 

  

20 Drawings P&ID’s updated and indexed    

Electrical loop, one-line and 
instrument loop drawings available 
and issued to 
commissioning/operations 

  

21 Site Emergency 
Procedures  

Confirm that any necessary changes 
have been made to plant, site or off-
site emergency procedures.  

  

22 Other site Procedures  Do other site procedures need to be 
modified and has this been done?   

  

23 External Approvals  Are there any external approvals 
required for this project 

  

Obtain key documentation   

24 Construction 
handover  

 Is the handover procedure in place? 
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Action register 
 

No. Section 
 

Guideword Comments / Action 
required 

Action 
On 

Completed by 

    
 

 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

 


