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Course Introduction / Overview:

Effective information management is the backbone of any successful construction project, ensuring that the right

information reaches the right people at the right time. This course provides a comprehensive framework for mastering

construction document control and information management systems. It moves beyond simple administrative tasks to

instill a strategic understanding of how information flow impacts project timelines, budgets, and quality outcomes.

Drawing on principles discussed by experts in the field, such as those found in the renowned text "Construction Project

Management: A Managerial Approach" by Frederick E. Gould and Nancy E. Joyce, the curriculum emphasizes the entire

information lifecycle. Participants will learn to establish robust systems for document creation, distribution, review, and

archiving. At BIG BEN Training Center, we have designed this program to address the real-world challenges of managing

complex project documentation, from initial design drawings to final handover files. This training course is essential for

professionals seeking to minimize risks, enhance collaboration among stakeholders, and drive project efficiency through

meticulous and systematic information control. It equips attendees with the skills to implement and manage systems that

ensure data integrity, compliance, and seamless communication across all project phases.

Target Audience / This training course is suitable for:

Document Controllers and Managers.

Project Managers and Project Engineers.

Construction Managers and Site Supervisors.

Project Coordinators and Administrators.

Quality Assurance and Quality Control Managers.

Contracts Administrators and Procurement Specialists.

Architects and Design Engineers.

Project Planners and Schedulers.



Target Sectors and Industries:

General Construction and Contracting.

Civil Engineering and Infrastructure Development.

Real Estate and Property Development.

Oil and Gas and Energy Projects.

Architectural and Engineering Consulting.

Governmental bodies and Public Works agencies.

Manufacturing and Industrial Plant Construction.

Target Organizations Departments:

Project Management Office (PMO).

Engineering and Design Departments.

Site Operations and Field Management.

Quality Assurance and Control (QA/QC).

Contracts and Procurement.

Health, Safety, and Environment (HSE).

Planning and Cost Control.

Legal and Compliance Departments.



Course Offerings:

By the end of this course, the participants will have able to:

Develop and implement a robust document control system from scratch.

Manage the complete lifecycle of project documents, from creation to archiving.

Establish standardized document numbering, naming, and versioning conventions.

Effectively manage the flow of Requests for Information (RFIs), submittals, and transmittals.

Utilize the principles of a Common Data Environment (CDE) to improve collaboration.

Ensure project documentation complies with contractual and regulatory requirements.

Conduct document control audits to ensure system integrity and identify improvements.

Prepare and manage comprehensive project closeout and handover documentation.

Mitigate project risks associated with poor information management.

Enhance communication and information exchange between all project stakeholders.

Course Methodology:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and engaging,

ensuring that participants can immediately apply their learning in a professional context. We move beyond traditional

lecture-based formats to create a dynamic learning environment. The course heavily relies on real-world case studies from

diverse construction projects, allowing participants to analyze challenges and successful strategies in document control.

Interactive group discussions and workshops encourage the sharing of experiences and collaborative problem-solving.

Practical exercises, such as developing a document control plan or mapping an RFI workflow, provide hands-on

experience with key processes. Our expert instructors facilitate sessions that blend theoretical knowledge with practical

application, providing continuous feedback and guidance. The learning experience is structured to build skills

progressively, starting with foundational concepts and advancing to complex strategic applications. This immersive

approach ensures a deep and lasting understanding of construction document control and information management

principles, empowering participants to drive efficiency and accuracy in their projects.



Course Agenda (Course Units):

Unit One: Foundations of Construction Document and Information

Management

The strategic importance of document control in project success.

Key terminology and concepts in information management.

Roles and responsibilities of the document control team.

The complete lifecycle of a construction document.

Understanding the flow of information between stakeholders.

Common challenges and pitfalls in construction documentation.

Introduction to international standards like ISO 19650.

Unit Two: Core Document Control Processes and Procedures

Developing effective document numbering and coding systems.

Mastering version control to prevent errors and rework.

Managing document distribution and transmittal procedures.

Implementing robust review and approval workflows.

Controlling and tracking Requests for Information (RFIs).

Managing the submittal process for drawings and materials.

Best practices for maintaining a master document register.

Unit Three: Technology and Systems in Information Management

Introduction to Electronic Document Management Systems (EDMS).

Understanding the concept and benefits of a Common Data Environment (CDE).

Key features and functions of modern document control software.

The role of Building Information Modeling (BIM) in information management.

Ensuring data security and access control for project information.

Strategies for system implementation and user training.

Integrating document control systems with other project management tools.



Unit Four: Managing Key Project Documents and Ensuring Compliance

Controlling contractual documents, specifications, and addenda.

Managing architectural and engineering drawings and revisions.

Documenting quality control and safety records effectively.

Handling change orders and variation documentation.

Ensuring compliance with legal and regulatory requirements.

The role of document control in claims and dispute resolution.

Preparing for internal and external project audits.

Unit Five: Advanced Strategies, Project Closeout, and Future Trends

Conducting document control system audits and performance analysis.

Assembling and managing the project closeout and handover package.

Best practices for long-term document archiving and retrieval.

Developing a lessons learned repository from project documentation.

The impact of automation and AI on document control.

Strategies for continuous improvement in information management processes.

The future of digital information management in the construction industry.

FAQ:

Qualifications required for registering to this course?

There are no requirements.

How long is each daily session, and what is the total number of training

hours for the course?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

Something to think about:

How might the integration of AI and machine learning fundamentally reshape the role of a document controller, shifting it

from a procedural function to a strategic data analysis role within construction projects?



What unique qualities does this course offer compared to

other courses?

This course distinguishes itself by adopting a strategic, process-oriented perspective rather than focusing narrowly on

specific software tools. While many programs teach the mechanics of a particular platform, this training course

concentrates on the underlying principles and best practices of information management that are universally applicable

across any system or project type. It emphasizes the "why" behind the "what," enabling participants to design, implement,

and manage robust document control systems tailored to their organization's unique needs. The curriculum is deeply

rooted in industry standards, such as the ISO 19650 series, providing a framework for global best practices. Furthermore,

the course content links effective document control directly to critical project outcomes, including risk mitigation, cost

control, and quality assurance. By focusing on the entire information lifecycle, from project inception to handover and

archiving, it provides a holistic understanding that empowers participants to function not just as administrators, but as

vital contributors to project success and organizational efficiency. This strategic approach ensures the skills learned are

durable, adaptable, and of high value in a rapidly evolving industry.


