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|. PROCEDURES COMPLETION OF REWORK ITEMS

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

Nonconformances and their resolution are recorded on a Nonconformance Report form. A
Nonconformance Report form exhibit is included in this subsection.

NONCONFORMANCE CONTROLS

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

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

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 tape, tag, or other easily observable signal to
prevent inadvertent cover-up.

CONTROL THE CONTINUATION OF WORK
After the item is marked, the Superintendent determines if work can continue in the affected area:

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

STOP WORK ORDER: When continuing work€an adversely affect quality or hide the defect, work must
stop in the affected area until the dispesitien of the item resolved. The Superintendent identifies the
limits of the affected area. The,Supérintendent quickly and clearly identifies the boundaries of the stop
work area.

RECORDING OF NONCONFORMANCES

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

The Superintendent sends the nonconformance report to the Quality Manager.
QUALITY MANAGER DISPOSITION OF NONCONFORMANCE REPORTS

S, oo e siatmeetem Aht o A, MR 0 Ao aasiben e aiier . a2 A i B anth Bt
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[CompanyName]
Quality Controlled Work Task List
Version 20140828
Contract ID Contract Name Preparer Date
[ProjectNumber] [ProjectName]
Task Order | Weekly | Monthly | Quarterly | Semi-Annually | Annually
Quarterly | Semi-Annually
Semi-Annually
Quarterly
Annually
Monthly | Quarterly | Semi-Annually | Annually
Weekly | Monthly | Quarterly | Semi-Annually | Annually
Weekly | Monthly | Quarterly | Semi-Annually | Annually
Semi-Annually | Annually
Semi-Annually | Annually
Semi-Annually | Annually
Semi-Annually | Annually
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L. PROCEDURES FOR PERFORMING THE THREE
PHASES OF CONTROL

Three phases of control and a feature of work completion inspection will be performed for each defined
feature of work.

The controls and the forms that will be used to record control activities are included on table L-1.

Table L-1
Control Form
Phase 1: Preparatory Phase Preparatory Phase Checklist
Phase 2: Initial Phase Initial Phase Checklist 34
Phase 3: Follow-up Phase Contractor O,:alit_y C;trol Report
Feature of Work Completion Inspection Fe;re'of-Wc: k Ir;spection Form

Three Phases of Control and FOW Completion Inspection'forms exhibits are included as an exhibit in this

subsection.

PHASE 1: PREPARATORY.PHASE

PREPARATORY FEATURE OF WORK QUALITY CONTROL PLANNING

In preparation for the start of anupcoming feature of work, the Superintendent reviews an integrated
and coordinated set of documents that collectively define quality requirements for the feature of work
including:

e  Objectives and acceptance criteria of the feature of work

e Quality standards that apply to the feature of work

e Work instructions, process steps, and product installation instructions that apply to the feature
of work

e  Shop drawings

e  Submittals

e Tools and equipment necessary to perform the work

® 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
Customer contract requirements

e Required quality inspections and tests

e Method for clearly marking nonconformances to prevent inadvertent use

® Location of quality system records and documents

Page 34
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[CompanyName]
Feature of Work Work Order Form
Version 20140828
Request Date : Fixed Price :
Company Name: Location:
Address: Contract Number: [ProjectNumber]
City State Zip Code: Contact Person:
Telephone Number: Email Address:
Fax Number: Contact Phone Number: = J
Description of Work and Explanation for Reerts

Service Dates: | | A "_
Labor Hours: I I 7)Y l'_
Description/Explanation: )
Compliance Verification DCompIiance with initial job-ready requirements

DCompliance with material inspection.and tests

[]compliance with work in process first article inspection requirements

DCompIiance with workin process inspection requirements

O Compliance with feature of work completion inspection requirements

DCompIiance with inspection and test plan

M of Feature of Work Completion (sign and date)

Supervisor Sign and Featur_e of work verified complete to specifications (sign and date):
date*:

* On behalf of the contractor, | certify that this report is complete and correct and equipment and material used and work performed during this reporting

period is in compliance with the contract drawings and specifications to the best of my knowledge except as noted in this report.

Completion of Work Order: To be Signed Off by Customer

Customer Signature:
(Sign and Date)
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7. PROCESS CONTROLS
HOW WORK IS CARRIED OUT

7.1. OVERVIEW

The maintenance process plan defines how contract work is to be done and approved for the overall
contract. The maintenance process plan is communicated to all key personnel, subcontractors and
suppliers in a startup meeting. As the contract proceeds, feature of work plans provide additional details
of how each individual feature of work is carried out. Features of work planning meetings are used to
communicate expectations of the feature of work plan to key personnel responsible for carrying out the
feature of work.

7.2. CONTRACT STARTUP AND QUALITY CONTROL COORDINATION MEETING

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

e Key requirements of the contract

e The Contract Quality Control Plan

e Required quality inspections and tests

e The contract submittal schedule

e Quality policies and heightened awarenéss of critical quality requirements
e Contract organization chart and_job responsibilities

e  Methods of communication and contact information

e Location of contract documents and records

7.3. PREPARATORY CONTRACT QUALITY CONTROL PLAN PLANNING

7.3.1. FEATURE OF WORK REQUIREMENTS REVIEW

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

e Objectives and acceptance criteria of the feature of work

e (Quality standards that apply to the feature of work

e  Work instructions, process steps, and product installation instructions that apply to the feature
of work

e  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

Page 28
Quality Manual

Copyright



Questions? Call First Time Quality 410-451-8006

e Method for clearly marking nonconformances to prevent inadvertent use
e Location of quality system records and documents
e  Personnel training

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 |dentifies any nonconformances to the requirements for the feature of work to begin
e |dentifies potential problems

7.3.3. FEATURE OF WORK PREPARATORY QUALITY PLANNING MEETINGS

Prior to the start of a feature of work, the Superintendent conducts a meeting with key company,
subcontractor personnel responsible for carrying out, supervising, or inspecting thework, and interested
customer representatives.

During the meeting, the Superintendent communicates the feature of work.quality requirements and
reinforces heightened awareness for critical requirements. Topics for.a feature of work quality plan
meeting include:

o A, o iR At AR G- B A e, *#Mm’“ﬂ BAPE- N ot B aith e e
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List of Included Forms
Military Forms:

e Preparatory Phase Checklist
e Initial Phase Checklist Form
e Contractor Quality Control Report

Standard Forms:

e Contract Organization Chart

e Quality Manager Appointment Letter

e Alternate Quality Manager Appointment Letter
e (Contract Manager Appointment Letter
e Superintendent Appointment Letter

e Personnel Certifications and Licenses

e Contract Personnel Resumes

e Contract Subcontractor and Supplier List
e Training Plan

e Training Log

e Quality Inspection and Test Plan

e Quality Controlled Work Task List

e Nonconformance Report

e Punch List

e Contract Completion Inspection Form

e Contract Quality System Audit Form

e Quality Controlled Feature of.\Work

e Feature of Work Work Order Form

e Feature of Work Inspection Form

e Contract Licenses and Qualifications



Contract ID [/ Contract Name | || [| Preparer/ Date |
[ProjectNumber] [ProjectName]
Subcontractor and Supplier . rol : Metho:‘d
Features of Work Name Description of Services [CompanyName] QC) Remarks

&

(O@

Page 15

[ProjectName] - [ProjectNumber]
Copyright



Questions? Call First Time Quality 410-451-8006

Contract ID Contract Name Approval Approved By
O  Yes
[ProjectNumber] [ProjectName] O  Conditional
O No
Review Topics | Contract quality-related credential requirements

Licenses required: License and expiration dates:

Certification required: Certifications and expiration dates:

Training required: Training comp| ’ an iration date:

Type and length of experience required: ifica and expiration dates:

Personnel license, certification, and training require ist éa erson’s credentials on the Subcontractor and

pplier Certifications and Licenses form.

Qua ions

QUALIFICATION NOTES:
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For More Information:
Contact: FirstTimeQuality

410-451-8006

www.FirstTimeQuality.com

EdC@FirstTimeQuality.com

For More Information, contact: CaldeiraQuality, LLC ® First TimeQuality*".
410-451-8006 » www.firsttimequality.com e EdC@FirstTimeQuality.com






