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Quality Memo 25-61

PROJECT ARCHIVING

HOW TO ARCHIVE:

Archiving must be completed in line with MWHT’s Project 
Archiving Process (FSPD01-01). Utilise MWHT’s Record Retention 
Schedule to understand what documentation is required to be 
achieved and the necessary legislative and contractual retention 
lengths.

• Order archive banker boxes via Fens.

• Group documents into boxes based on GDPR / retention 
period and type (e.g. RAMS).

• Label and barcode and seal each box using FSFR01-01 Archive 
Label. [Fig 3]

• Record boxes and contents details on FSFR01-04 Archive 
Request Form. [Fig 4]

• Email the Archive Request form to 
office.services@mwhtreatment.com to arrange collection. 
Include the address for collection and recommended 
collection dates .

• The archiving supplier will then collect.

If you require assistance regarding retention requirements, or 
barcodes are required, contact your Quality Manager or Central 
Facility Services.

Fig 1: Example of a project’s archiving being moved from one 
site to another resulting in wear and tear, potential loss of 
required information and lack of dedicated storage space.

Fig 2: A recent incident where welfare flooding resulting in the 
irreparable damage of retained project files, which could have 
been archived previously throughout the project’s lifecycle.

WHEN SHOULD A PROJECT START ARCHIVING?

During Construction:

Dependant on project size, archiving needs should be assessed 
and undertaken periodically throughout a project to avoid the 
build up of documents, files and paper. 

The benefit of this is the reduction of potential damage and loss, 
whilst freeing office space and reducing fire / trip hazards. 

Documentation that is no longer required on site but must be 
retained should be considered within this review.

Note: Scan and digitally upload any items that can be stored to 
the project electronic filing system or is a known duplicate / non-
live record (as applicable).

Project Closeout:

Once the construction phase has finished and prior to 
demobilisation, full archiving should be completed as per 
CDPD43-01 Project Completion & Site Closure Process to safely 
remove all required documents from site. Note: this should be 
undertaken with sufficient time to allow collection, before 
welfare is removed.

Fig 4: Example of a completed archive request form.

Fig 3: Example of a completed and labelled archive box.

https://mwhtreatmentltd.sharepoint.com/sites/theway/The%20Way/FSPD01-01%20Archiving.pdf
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https://mwhtreatmentltd.sharepoint.com/sites/theway/The%20Way/Forms/AllItems.aspx?id=%2Fsites%2Ftheway%2FThe%20Way%2FCDPD43%2D01%20Project%20Completion%20and%20Site%20Closure%2Epdf&parent=%2Fsites%2Ftheway%2FThe%20Way
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Actions

• Check all consumables are stored correctly and monitor shelf lives

• Remember the Quality Principles

• Always follow your Safe System of Work

• Always remember the Lifesaving Commitments

• Follow the advice contained in this Quality Memo

• Ensure you complete a Safe Start card at the start of your shift

• If in DOUBT STOP WORK and seek advice from your supervisor

• Report all Incidents or “Improve Its”

Manager: Project No:

Date: Project:

BRIEFING RECORD: I HAVE UNDERSTOOD THE BRIEFING ON THIS LEARNING ALERT AND 

AGREE TO COMPLY WITH MWHT REQUIREMENTS.

Name Signature Company
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