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Commentary
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N
’
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Characteristics of Soil b
Using Modified Effort 40
o\
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test specimen

Version August 31, 2011 Copyright

&
b‘ for each 150 cu yd of

for Slump of Hydrauli

2
S




Contract Number

Project Name

Q\‘O

reinforcing steel

Code - Reinforcing Steel

qualified 0,6\0

QO
>

Contract é

Activity/ Reference () . Responsible
Specification Certification or Standard Reference T&er Event/ Person/
Reference # License Title Number Standard Title Remarks Q(bFrequency Organization(s) | Test Report Date

XY ‘
Welders of concrete AWS D1.4/D1.4M Structural Welding Welders shall be Q

Version August 31, 2011 Copyright




Questions? Call Ed Caldeira 410-451-8006

LIST OF INCLUDED INSPECTION FORMS FOR CONCRETE

e Cast Decks and Underlayment
e Concrete Finishing

e (Concrete Forming

e Concrete Reinforcing

e Grouting

e Precast Concrete

e Structural Concrete



FIRST TIME Concrete-Cast Decks and Underlayment 03.50.00 Sep2011
QUATHY y

Project: Phase: Contract#: Organization: Crew:
9101
Field Operations
Compliance Verification FTQ 2TQ Heightened Awareness Checkpoints
O Compliance with initial job-ready [0 [O Construction benchmark placement is stable and protected
requirements 1050
O Compliance with material inspection and tests o
[ Compliance with work in process first article O [ Ynderground Facilities located and marked to prevent
inspFe)ction requirementsp damage from placement equipment 1051
[0 Compliance with work in process inspection O [J Overhead Utility Crossings located and marked in werKéarea
requirements and along travel routes 1052
I Compliance with Task completion  inspection [0 [ Decking forms adequately braced and supported’1053
requirements
O compliance with inspection and test plan O O Reinforcing adequately supported to ensure proper final
O compliance with safety policies and procedures location in placed concrete 1054
) ) [0 [OJ Llongdimension ofwire reinforcementds perpendicular to form
Reported Nonconformances and incomplete items: corrugations 1055
O [ Concrete Toppings adequately-bonded to substrate 1056
O [g Finished surfaces are levelieven sloped and sloped to drains
1057
[0 [O Openings sealed ant appurtenances protected before
Cement Underlagiiient placement 1058
O [ CementUngstiayment material curing temperature
maintainédas per manufacturer's recommendation 1059

FTQ Scores and Compi<tion Sign-off

Field Mgmt.-Superintendent Inspection 91.45.01
Quality 5 4 3 2 1 Nots

On-Time 5 4 3 2 ] Noes

Safety 5 4 3 2 1Mo

Sign and date*: Cell #/ 1D #:: Signed: Date:

Task has been has been verified complete and in conigliiince with contract drawings and specifications except for non-conformances and incomplete items reported above.

Field Mgmt.-QA Inspection 91.45.02
Quality 5 443" 2 1 Noes

Sign and date*: Cell #/ ID #:: Signed: Date:

Task has been has been verified complete and in compliance with contract drawings and specifications except for non-conformances and incomplete items reported above.

Quality Score 5=100% NO problems 4= 1minor problems 3= Hotspot or 2-3 minor 2= 6+ or major problems 1 = Excessive problems
On-Time Score 5=0nTime 4= Late 3= Lateby 1 day 2= Lateby 2 days 1= Late morethan 2 days
Safety Score 5= 100% NO problems 4= 1minor problem 3= Hotspot or 2-3 minor 2= 4+ or major problem 1= Injury

Copyright 2011 First Time Quality
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Industry-Specific Information

Available by Division

03 Concrete 08 Openings 27 Communications
04 Masonry 09 Finishes 28 Electronic Safety and
Security

05 Metals 21 Fire Suppression | 31 Earthwork
06 Wood Plastic 22 Plumbing 32 Exterior

Composite Improvements
07 Thermal and 23 HVAC 33 Utilities

Moisture Protection

26 Electrical
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F. QUALIFICATION OF SUBCONTRACTORS AND
SUPPLIERS

[CompanyName] evaluates outside organizations to ensure that the quality of their materials or services
will meet contract requirements, and that they have the capacity and equipment to carrying out the
contract on schedule.

Our Subcontractors meet the project requirements by either 1) working under the [CompanyName]
Quality System or 2) operating their own quality program as long as it meets [CompanyName] Quality
System requirements.

Ongoing monitoring of performance continually validates qualifications of each subcontractor’and
supplier.

Key outside organizations that will be used on this project are listed on the Source cf Supply form. A
Source of Supply form exhibit is included in this subsection. The qualifications oflisted suppliers have
been verified.

Page 28
Project-specific Quality Plan
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K. TESTING PLAN

The Quality Inspection and Test Plan form lists inspections and tests (other than work task inspections)
that will be performed on this project.

Results of inspections and tests will be recorded on the Inspection and Test Form.

Form exhibits are included as an exhibit in this subsection.

CONTROL OF INSPECTION, MEASURING, AND TEST EQUIPMENT

Inspection, measuring, and test equipment that will be controlled, calibrated, and maintained.

A list of controlled and calibrated test equipment is listed on the Test Equipment Calibratign Plan and Log
included as an exhibit in this subsection.

S G, R APy, B D A o s o e et
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Project-specific Quality Plan

Copyright
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L. WORK TASK QUALITY INSPECTIONS

[CompanyName] identifies a list of work tasks, phases of production, which will be quality controlled.
Each work task is subject to a series of inspections; before, during, and after the work is complete. Each
inspection verifies compliance with full scope of the relevant specifications; not limited to checkpoints for

heightened awareness.

The initial task-ready inspection occurs when crews are ready to start work and ensures that work begins
only when it does not adversely impact quality results.

Incoming material inspections verify that materials are as specified and meet all requirements necassary

to assure quality results.

B Y e L S S P e e R
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KEY ELEMENTS OF THE QUALITY SYSTEM

Key elements of the [CompanyName] Quality Assurance/Quality Control Plan include:

Quality Management and Responsibilities. [companyName] fully integrates its quality
management system into the organizational structure and performance management systems for each
project. We:

e Maintain a documented quality system consisting of a quality manual with policies and
procedures.

e Tightly control exceptions to the quality system so company standards are applied uniforinly to
every project

e  Systematically maintains quality system documents and records.

Quality Control Personnel. [CompanyName] fully integrates its quality mafhzagement system

into the organizational structure and performance management systems for each project. We:

e Appoint a Quality Manager, Superintendent, and Project Manager to‘each project, each with
well-defined quality responsibilities and the authority to carry thém out.

e Have well-defined quality responsibilities for every employee with specific quality responsibilities
for key job positions.

e  Plan project quality records and documentation that wilizhie maintained.

e Tightly control exceptions to the quality system so company standards are applied uniformly to
every project

e Enforce policies that monitor work conditions k&fore and during work so that quality results are
assured.

Project Quality Coordination and Communication. [CompanyName] tightly controls
the Construction process to ensure quality tesults. We:
e Plan quality communicationsithrough meetings, reporting requirements, and points of contact.
e Have a project startup meeting to communicate project goals and expectations.
e  Conduct preparatory reetings in advance of each scheduled work task to communicate
requirement details and coordinate work activities.
Quality Assurance Surveillance. [CompanyName] audits the quality system to assure it is
operating effectivel We:
e Auditciie operation of the quality system on each project for conformance to the Project Quality
Assurance/Quality Control Plan and the [CompanyName] Quality System requirements.

e Londuct annual company-wide audits to evaluate effectiveness of the [CompanyName] Quality
System and improve its operation.

WMFM
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7. PROCESS CONTROLS
HOW WORK IS CARRIED OUT

7.1. OVERVIEW

The construction process plan defines how project work is to be done and approved for the overall
project. The construction process plan is communicated to all key personnel, subcontractors and sug®Bliers
in a startup meeting. As the project proceeds, work task plans provide additional details of how,each
individual work task is carried out. Work tasks planning meetings are used to communicate expectations
of the work task plan to key personnel responsible for carrying out the work task.

7.2. PROJECT STARTUP AND QUALITY CONTROL COORDINATION IMEETING

Prior to the commencement of work, the Project Manager holds a meeting to distuss and coordinate how
project work will be performed and controlled. Key personnel from [Comg@nyName], subcontractors, and
suppliers meet to review expectations for project quality results as well.as quality assurance and quality
control policies and procedures including:

e  Key requirements of the project

e The Project Quality Assurance/Quality Control Plap

e Required quality inspections and tests

e The project submittal schedule

e Quality policies and heightened awarenesg of critical quality requirements
e Project organization chart and job responsibilities

e  Methods of communication and ceiitact information

e Location of project documentsahnirecords

7.3. PREPARATORY PROJECT QUALITY ASSURANCE/QUALITY CONTROL PLAN PLANNING

7.3.1. WORK TASK REQUIREMENTS'REVIEW

In preparation for the start of an upcoming work task, the Superintendent reviews an integrated and
coordinated set of dogdments that collectively define quality requirements for the work task including:

e  Objectives and acceptance criteria of the work task

e (Quality standards that apply to the work task

e Work instructions, process steps, and product installation instructions that apply to the work task
%~ Shop drawings

e Submittals

e Tools and equipment necessary to perform the work

e License, certification, or other qualification requirements of personnel assigned to work
e Required records of the process and resulting product

e The subcontractor contracted to perform the work, if applicable

e  Customer contract requirements

e Required quality inspections and tests

e Method for clearly marking nonconformances to prevent inadvertent use

e Location of quality system records and documents

e Personnel training
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7.3.2. PREPARATORY SITE INSPECTION

The Superintendent also performs a quality inspection of the work area and:

e Assesses completion of required prior work

e Verifies field measurements

e Assures availability and receiving quality inspection status of required materials
e Identifies any nonconformances to the requirements for the work task to begin
e Identifies potential problems

7.3.3. WORK TASK PREPARATORY QUALITY PLANNING MEETINGS

Prior to the start of a work task, the Superintendent conducts a meeting with key company, subcoairactor
personnel responsible for carrying out, supervising, or inspecting the work, and interested custemer
representatives.

During the meeting, the Superintendent communicates the work task quality requirem@énts and reinforces
heightened awareness for critical requirements. Topics for a work task quality plan meeting include:

e  Work tasks quality requirements as identified in section 7.3.1

e  Findings of the work task preparatory quality inspection in section/7.3.2

e  Conflicts that need resolution

e Required quality documents and a verification of availability to personnel carrying out,
supervising, or inspecting the work task

e Record keeping requirements and the availability of nézessary forms

e Review methods and sequences of installation

e  Special details and conditions

e Standards of workmanship

e Heightened awareness of critical qualityréguirements

e Quality risks

e Work tasks quality inspection form

7.4. WEEKLY QUALITY PLANNING AND COORDINATION MEETINGS

The Superintendent conducts g'meeting with key company, supplier, and subcontractor personnel
responsible for carrying out; supervising, or inspecting the work, and interested customer representatives.

The meeting is held on.anominal weekly schedule. During the meeting, the Superintendent facilitates
coordination among ke participants, communication among the participants, and reinforces heightened
awareness for critical requirements.

R L Y e e I e P
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9. NONCONFORMANCES AND CORRECTIVE ACTIONS

9.1. OVERVIEW

Should a nonconformance be identified by an inspection there is a systematic method to control the item,
correct it, and ensure that project quality is not adversely impacted by the event.

A nonconformance is any item that does not meet project specifications or [CompanyName] Quality
System requirements.

9.2. NONCONFORMANCES

9.2.1. MARKING OF NONCONFORMANCES AND OBSERVATIONS

When the Quality Manager, Superintendent, inspector, or customer identifies a nonconformance or an
observation, the item is quickly and clearly marked by paint, tape, tag, or other gasily observable signal to
prevent inadvertent cover-up.

9.2.2. CONTROL THE CONTINUATION OF WORK

After the item is marked, the Superintendent determines if workan continue in the affected area:

CONTINUE WORK: When continuing work does not adverszly affect quality or hide the defect, work may
continue in the affected area while the disposition of theit2m is resolved. The Superintendent may place
limitations on the continuation of work.

STOP WORK ORDER: When continuing work cariadversely affect quality or hide the defect, work must
stop in the affected area until the disposition‘af'the item resolved. The Superintendent identifies the
limits of the affected area. The Superinteridient quickly and clearly marks the stop work area.

9.2.3. NONCONFORMANCE REPORT
9.2.3.1. RECORDING OF NONCONFGRIMANCES

If nonconformances or observed items exist by the work task completion inspection, the Superintendent
or inspector records themnonconformances on a nonconformance report.

The Superintendent’sends the nonconformance report to the Quality Manager.

9.2.3.2. QUALITY MANAGER DISPOSITION OF NONCONFORMANCE REPORTS

When the Quality Manager receives a Nonconformance Report, he or she makes an assessment of the
affeét’the reported nonconformance has on form, fit, and function. The Quality Manager may assign a
disposition of either:

REPLACE: The nonconformance can be brought into conformance with the original specification
requirements by replacing the nonconforming product or material with a conforming product or material.

e s PSR o B AT, .. o il
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List of Included Forms

Military Forms:

e Preparatory Phase Checklist

e Initial Phase Checklist Form

e Contractor Production Report

e Contractor Quality Control Report
e Testing Plan and Log

Standard Forms:

e Project Organization Chart Form

e Quality Manager Appointment Form

e Project Manager Appointment Form

e Project Superintendent Appointment Form

e Project Design Manager Appointment Form

e Project Personnel Qualification Form

e Personnel Certifications and Licenses Form

e Quality Controlled Task List Form

e Quality Inspection and Test Plan Form

e Project Quality Communications Plan Form

e Point Of Contact List Form

e Project Quality Training Plan Form

e Task Training Plan and Log Form

e Project Quality Records Plan Form

e Project Submittal Form

e Change Order Form

e Project Design Process Plan Form

e Design Review Meeting Participant Form

e Design Review Form

e Project Regulatory Building Codes Form

e Test Equipment Calibration Form

e Lot Controlled Materials Form

e Project Subcontractor or Supplier Qualification Form
e Subcontractor and Supplier Certifications and Licenses Form
e Source of Supply Form

e Preconstruction Meeting Form

e Task Project Quality Control Plan Form

e Task Project Quality Control Planning Meeting Form
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Daily Quality Control Report Form
Monthly Quality Control Report Form
Task Inspection Form

Project Completion Inspection Form
Inspection and Test Report Form
Nonconformance Report Form
Nonconformance Report Control Log Form
Training Record Form

Project Quality System Audit Form
Quality System Audit Form

Project Document Control Form
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QUALITY SYSTEM SOP
9.2.3.1RECORDING OF NONCONFORMANCES

Version Approved by:

March 29, 2012 Quality Manager

Purpose:

To clearly document a nonconformance found by test or work task completion quality inspection, monitor
the disposition status, and to record its disposition.

Scope:
All projects tests and work task completion quality inspections

Definitions:

None:

Responsible Person(s):
Superintendent reports nonconformance on a Nonconformance Report Férm
Quality Manager assigns disposition of the nonconformance

Superintendent stores the completed forms

References:
Quality Manual Section 9.2.3.1Recording of Nonconfosimances

Quality Manual Section 12.4.2 Project Records Contiol

Procedure:

1. Use the Nonconformance Repoft Form and Nonconformance Report Control Log contained in
this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan
specifies the use of a modified or customer supplied form. In that case, the specified form
replaces the standard Torm for that contract.

2. The Responsible Person records nonconformances as required by the Quality Manual on the
Nonconformanceé Report Form and records the nonconformance report on the Nonconformance
Report Leg:

3. The Responsible Person records disposition of nonconformances as required by the Quality
Manuwal on the Nonconformance Report Form.

4. Phe Responsible Person records the disposition on the Nonconformance Report Log.

5]

When the corrective actions and/or preventive actions have been completed, the Responsible
Person records the action on the Nonconformance Report Form, updates the status on the
Nonconformance Report Log.

6. The Responsible Person stores the completed form in the field office as required by Quality
Manual Section 12.4.2 Project Records Control
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Nonconformance Report
Control ID Project ID Project Name K N
o - S
[ProjectNumber] [ProjectName] CA
~
Preparer Signature/ Submit Date | Quality Manager Signature / Dispositioti Date |
| N
Description of the requirement or QO‘
specification o
Description of the nonconformance, éo
location, affected area, and marking .
@%
[CJReplace [ Repair [1 Rework [1 Use As-is _

Q‘O

Disposition
O
\'V
Approval of disposition required by customer repres@e? Yes (] No (]
- c?
Customer approval signature /date:
b ’
A@
N
%)
)
7]
Corrective Actions Q‘
DCorrective actions c ed Name/Date:
Customer accepta rrective actions required? Yes Onod

Name/Date: \\\\
A

’
\/O
v
Preventive Actions )
0‘2»
C
((\0
&\ [Jpreventive actions completed Name/Date:
A
<
XN
)
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FIRST TIME
UALITY

For More Information:
Contact: Ed Caldeira
410-451-8006
www.firsttimequality.com

EdC@FirstTimeQuality.com

For More Information, contact: Ed Caldeira ¢ Caldeira Quality, LLC e First Time Quality*"

410-451-8006 » www.firsttimequality.com ¢ EAC@FirstTimeQuality.com
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	3. The Responsible Person stores the organization chart in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the forms contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces the standard form for...
	2. The Responsible Person records the appointment the Quality Manager on the Project Quality Manager Appointment Form.
	3. The Responsible Person records the Project Manager appointment on the Project Manager Appointment Form.
	4. The Responsible Person records Superintendent appointments on the Project Superintendent Appointment Form.
	5. The Responsible Person records the Purchasing and Estimating Manager appointment on the Purchasing and Estimating Manager Appointment Form.
	6. The Responsible Person delivers copies of the completed forms to the customer and the appointed person.
	7. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Personnel Qualifications Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replac...
	2. The Responsible Person performs personnel qualification assessments as required by Quality Manual.
	3. The Responsible Person records the assessment results on the Personnel Qualifications form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Listing of Quality Controlled work task List contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specif...
	2. For each project, the Responsible Person completes the Project Quality Inspection and Test Plan Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Project Quality Inspection and Test Plan Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the speci...
	2. For each project, the Responsible Person completes the Project Quality Inspection and Test Plan Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Project Quality Communications Plan Form and Point of Contact List contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In...
	2. The Responsible Person prepares a communications plan as required by the Quality Manual.
	3. The Responsible Person records the communications plan on the Project Quality Communications form.
	4. The Responsible Person records points of contact on the Points of Contact form.
	5. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Contract Quality Training Plan Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form ...
	2. The Responsible Person prepares a project quality training plan as required by the Quality Manual.
	3. The Responsible Person records the training plan on a Project Quality Training Plan Form.
	4. In the preparatory planning for a work task the Responsible Person itemizes training topics on the Work Task Detail Training Plan and Log form.
	5. The Responsible person maintains records of training on the Work Task Detail Training Plan and Log form.
	6. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces the standard form for ...
	2. The Responsible Person prepares a project quality training plan as required by the Quality Manual.
	3. The Responsible Person records the training plan on a Project Quality Training Plan Form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Project Submittal Schedule and Log Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified f...
	2. For each project, the Responsible Person completes the Project Submittal Schedule and Log Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person updates the Project Submittal Form as necessary with actual date of submittal and actual date of customer submittal approval date.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Contract Submittal Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces the...
	2. For each project, the Responsible Person completes the Project Submittals Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person updates the Project Submittal Form as necessary with actual date of submittal and actual date of customer submittal approval date.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Contract Change Order Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces ...
	2. The Responsible Person identifies contract changes as required by the Quality Manual.
	3. The Responsible Person records the requested change on the Contract Change Order Form.
	4. The Responsible Person records the approved change order on the Contract Change Order Form.
	5. The Responsible Person records the submitted change order on the Contract Submittals and Schedule Form (see SOP 3.4.1 Contract Submittal Schedule)
	6. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Design Process Submittal Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replac...
	2. When a design process plan submittal is not required “none required” is entered on the form and then this procedure is regarded as complete.
	3. The Responsible Person completes required forms as required by the Quality Manual Section 4.3 Project Design Quality Assurance/Quality Control Plan.
	4. The Responsible person records the relevant document and or record identifiers as indicated on the form.
	5. The Responsible Person prepares the submittal package. Copies of the relevant documents and records are assembled into a submittal package with the form as the first page.
	6. A copy of the design process plan is submitted to the customer as required by Quality Manual Section  3 Contract Specifications.
	7. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Design Review Meeting Participant Form and Design Review Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that...
	2. A record of review meeting participants is prepared as required by the Quality Manual section 4.4 Design Progress Reviews.
	3. A record of review input from participants is prepared as required by the Quality Manual section 4.4 Design Progress Reviews.
	4. For each review input, the Responsible Person records the input and the Responsible Person’s acceptance or rejection of the input on the Design Review Input Form.
	5. The Responsible Person stores subcontracts and purchase orders in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Regulatory Codes and Industry Standards Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specif...
	2. The Responsible Person completes the Project Regulatory Codes and Standards Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. The Responsible Person identifies if lot traceable materials are necessary to supplement the contract as required by the Quality Manual.
	2. The Responsible Person records types of controlled materials and equipment on the Controlled Materials form as required by Quality Manual. When no controlled materials are required to supplement contract requirements, “none required” is recorded.
	3. The Responsible Person records specifications that apply to each type of controlled material and equipment as required by Quality Manual.
	4. The Responsible Person updates the Controlled Materials Form as necessary during the project.
	5. When a material is listed on the Controlled Materials Form, only that material may be purchased for the intended purpose.
	6. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Measuring Devices and Calibration Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified fo...
	2. The Responsible Person completes the Measuring Devices Calibration Form (contained in this procedure) with information as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Subcontractor and Supplier Qualification Form and Project Subcontractor and Supplier List Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified o...
	2. The Responsible Person identifies subcontractor and suppliers that require qualification as required by the Quality Manual.
	3. Records the subcontractor’s or supplier’s company name on a Subcontractor and Supplier Qualification Form.
	4. When no qualifications are required “none required” is entered and then this procedure is regarded as complete.
	5. The Responsible Person assesses the subcontractor or supplier and records the qualifications on the Subcontractor and Supplier Qualification Form.
	6. When all qualification requirements are met, the Project Manager signs the form.
	7. When the subcontractor qualification assessment identifies minor nonconformances to the subcontract requirements, the Project Manager may approve a provisional subcontract. The provisional subcontract lists requirements for actions that addres...
	8. The Responsible Person lists critical materials required by specific work task and suppliers qualified to provide the materials on the Project Subcontractor and Supplier List form.
	9. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the subcontract scope of work provisions contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied requirements. In that case, the specif...
	2. The Responsible Person performs includes quality provisions in subcontracts and purchase orders as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	[CompanyName]  Subcontractor Quality Control Policy Requirements
	1. Use the Project Quality Planning Meetings Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified fo...
	2. The Responsible Person conducts project planning meetings as required by the Quality Manual.
	3. The Responsible Person records the project plan on a Project Startup Meeting Form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Work Task Project Quality Assurance/Quality Control Plan Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that...
	2. A Work Task Quality Plan is prepared as required by the Quality Manual section 7.3.1
	3. For each work task, the Responsible Person records quality inspection results on the work task Project Quality Assurance/Quality Control Plan form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces the standard form for ...
	2. The Responsible Person conducts project planning meetings as required by the Quality Manual.
	3. The Responsible Person records the project plan on a work task Quality Planning Meeting Form.
	4. The Responsible Person records heightened awareness quality checkpoints on the work task Inspection Form.
	5. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Work Task Project Quality Assurance/Quality Control Plan Meeting Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form....
	2. The Responsible Person conducts project planning meetings as required by the Quality Manual.
	3. The Responsible Person records the project plan on a Work Task Quality Planning Meeting Form.
	4. The Responsible Person records heightened awareness quality checkpoints on the Work Task Inspection Form (see SOP 3.3)
	5. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Daily Production Report Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replace...
	2. The Responsible Person reports on daily work as required by the Quality Manual.
	3. The Responsible Person records the report on the Daily Production Report Form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Monthly Quality Control Report Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form ...
	2. The Responsible Person reports on monthly project status as required by the Quality Manual.
	3. The Responsible Person records the report on the Monthly Project Report Form or equivalent.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Inspection and Test Records Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form rep...
	2. Inspections and tests are performed work task quality inspections as required by the Quality Manual and the Project Quality Inspection and Test Plan.
	3. For work task quality inspections, the Responsible Person records quality inspection results on the work task Inspection form (see procedure 8.12.1).
	4. For quality inspections and tests:
	5. The test is performed as required by the Quality System requirements and the Project Quality Inspection and Test Plan
	6. Results of the quality inspections and tests are recorded on the Inspection and Test Report form.
	7. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Work Task Inspection Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces t...
	2. For work task quality inspections, the Responsible Person records items for heightened awareness on the work task Inspection form as required by the Quality Manual.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Punch List form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form replaces the standar...
	2. The Responsible Person records punch items as required by the Quality Manual on the Nonconformance Report Form.
	3. The Responsible Person records the disposition on the Nonconformance Report Log.
	4. When the corrective actions have been completed, the Responsible Person records the action on the form.
	5. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Use the Nonconformance Report Form and Nonconformance Report Control Log contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In t...
	2. The Responsible Person records nonconformances as required by the Quality Manual on the Nonconformance Report Form and records the nonconformance report on the Nonconformance Report Log.
	3. The Responsible Person records disposition of nonconformances as required by the Quality Manual on the Nonconformance Report Form.
	4. The Responsible Person records the disposition on the Nonconformance Report Log.
	5. When the corrective actions and/or preventive actions have been completed, the Responsible Person records the action on the Nonconformance Report Form, updates the status on the Nonconformance Report Log.
	6. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control
	1. Training is performed as required by the Quality Manual.
	2. The Responsible Person records the project plan on a Training Record Form.
	3. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. Use the Project Quality System Audit Form contained in this procedure unless the customer contract or Project Quality Assurance/Quality Control Plan specifies the use of a modified or customer supplied form. In that case, the specified form re...
	2. The Responsible Person performs Project Quality System Audits as required by the Quality Manual.
	3. The Responsible Person records results on the Project Quality System Audits Form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. The Responsible Person performs annual Quality System reviews as required by the Quality Manual.
	2. The Responsible Person initials each paragraph of the quality manual
	3. The Responsible Person records the annual Quality System review on the Quality System Review form.
	4. The Responsible Person stores the completed form in the field office as required by Quality Manual Section 12.4.2 Project Records Control.
	1. The Responsible Person reviews and approves all controlled documents prior to release and is responsible for future control of the document. The Responsible Person records the title of the document, approval date, name, job position, and the m...
	2. When controlled documents are revised, the Responsible Person records the title of the document, the version, and date. Each subsequent document version cancels the previous versions of the document. The status of any controlled document can b...
	3. The Responsible Person ensures that current issues of all documents are readily available at locations where activities essential to the effective functioning of the quality system are performed.
	4. For distribution of controlled documents stored on computer media:
	5. Computerized records of controlled documents are backed up daily. Retrieval of backups can recover all controlled documents in effect as of any selected day.
	6. Controlled documents stored on computer media are marked “Uncontrolled Copy When Printed” as the Responsible Person deems practical.
	7. For the distribution of hard copies of controlled documents:
	8. Uncontrolled copies are marked “Uncontrolled Copy”
	9. When a controlled document is superseded:
	10. Quality documents are stored in their original condition, in a suitable environment to prevent damage, deterioration and loss. Quality Records are readily retrievable for review upon request. Access to Quality system documents is not limited ...
	11. Quality documents are stored for a period of seven years to demonstrate conformance to specified requirements and the effective operation of the quality system. No quality system document is destroyed without written approval of the Quality M...
	1. Project records completed by the person responsible for completing them, quality records are collected and filed. Any qualified person in the location identified on section 5.6 of the Project Quality Assurance/Quality Control Plan may file the...
	2. Quality Records are stored in their original condition, in a suitable environment to prevent damage, deterioration, and loss. Quality Records are readily retrievable for review upon request. Access to Quality Records is not limited but is subj...
	3. Quality Records are stored for a period of seven years to demonstrate conformance to specified requirements and the effective operation of the quality system. No quality record is destroyed without written approval of the Quality Manager.
	4. Quality records are kept primarily as hard copy. When quality records are kept on a computer storage device, ability to enter information is password controlled and the computerized records are backed up on a regular basis.
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