
CASE STUDY 

Project Support Services for an 
International Utilities Company  

S E R V I C E S  P R O V I D E D  
IniƟally, Shea provided the following services: 

¨ Scribing and ediƟng of meeƟng decisions and acƟon items 

In March 2022, the scope of Shea’s provided services was expanded to include 
the following:  

¨ Document control 

¨ MeeƟng facilitaƟon 

¨ Project management support 

¨ Capturing exisƟng process workflows and revising them to improve 
efficiency 

¨ Advising funcƟonal groups on documentaƟon process improvements 

¨ CreaƟng PowerPoint presentaƟons and Visio organizaƟonal charts 

¨ Scribing for highly confidenƟal meeƟngs and creaƟng follow-up acƟon 
lists  

¨ Developing a Document Control standard operaƟng procedure (SOP), 
including hyperlinks to document storage 

¨ Serving as the central point of contact between the client’s engineering 
department and external contractors, for criƟcal engineering document 
review 

¨ Maintaining detailed document review logs and criƟcal response dates 

B A C K G R O U N D  
Shea WriƟng & Training SoluƟons was contacted by the Client iniƟally to 
provide technical wriƟng and ediƟng support, primarily taking meeƟng minutes 
for internal meeƟngs and also meeƟngs involving mulƟ-level execuƟves, 
external stakeholders, and government regulators (including FERC).  

As construcƟon progressed, internal documentaƟon and project support needs 
evolved. Shea was given the opportunity to increase the level of service 
provided to the Client, and broaden its scope of work. Shea expanded its 
footprint to facilitaƟng meeƟngs, interacƟng with higher level execuƟves, 
preparing presentaƟon decks, and providing formal document control support. 
Shea’s input met criƟcal client needs by keeping meƟculous records for 
mulƟple departments, making recommendaƟons for increased database 
efficiency, and working with external vendors to improve processes. Shea 
quickly developed an understanding of established workflows, pinpointed 
needs, and idenƟfied improvements to processes and protocols. Shea 
facilitated engineering reviews, working to streamline communicaƟon and 
successfully meet Ɵght deadlines.  

Shea has created a reputaƟon for 
dependability and experƟse by 
consistently being available to  
provide assistance as client needs 
expand.  

C H A L L E N G E S  
¨ Use of mulƟple Excel logs 

external to the storage 
database  

¨ Lack of formal in-house 
document control database 
resulted in cumbersome 
document review 

¨ Lack of wriƩen SOP for 
document control role  

¨ Incorporated input of document 
metadata to allow the database 
to funcƟon as the log, reducing 
the need for external 
spreadsheets, and facilitaƟng 
data export only as required for 
external review 

¨ Expanded the use of an exisƟng 
database to enable at-a-glance 
documentaƟon review, and 
immediate assessment of 
responses needed 

¨ Created a document control 
SOP for use across the 
enterprise as a basis for other 
projects  
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PO Box 35260 ● Houston, TX 77235 USA ● Phone +1 713-723-9142 ● Email info@sheaws.com ● www.sheaws.com 


