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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:  

 Key requirements of the contract 

 The Contract Quality Control Plan 

 Required quality inspections and tests  

 The contract submittal schedule 

 Quality policies and heightened awareness of critical quality requirements 

 Contract organization chart and job responsibilities 

 Methods of communication and contact information 

 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: 

 Objectives and acceptance criteria of the feature of work 

 Quality standards that apply to the feature of work 

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

 Shop drawings 

 Submittals 

 Tools and equipment necessary to perform the work 

 License, certification, or other qualification requirements of personnel assigned to work 

 Required records of the process and resulting product  

 The subcontractor contracted to perform the work, if applicable 

 Customer contract requirements  

 Required quality inspections and tests 
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 Method for clearly marking nonconformances to prevent inadvertent use 

 Location of quality system records and documents 

 Personnel training 

7.3.2. PREPARATORY SITE INSPECTION 

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

 Assesses completion of required prior work 

 Verifies field measurements  

 Assures availability and receiving quality inspection status of required materials  

 Identifies any nonconformances to the requirements for the feature of work to begin 

 Identifies 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 the work, 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: 
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List of Included Forms 

Military Forms: 

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

Standard Forms: 

• Contract Organization Chart 
• Quality Manager Appointment Letter 
• Alternate Quality Manager Appointment Letter 
• Contract Manager Appointment Letter 
• Superintendent Appointment Letter 
• Personnel Certifications and Licenses 
• Contract Personnel Resumes 
• Contract Subcontractor and Supplier List 
• Training Plan 
• Training Log 
• Quality Inspection and Test Plan 
• Quality Controlled Work Task List 
• Nonconformance Report 
• Punch List 
• Contract Completion Inspection Form 
• Contract Quality System Audit Form 
• Quality Controlled Feature of Work 
• Feature of Work Work Order Form 
• Feature of Work Inspection Form 
• Contract Licenses and Qualifications 
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For More Information, contact:   CaldeiraQuality, LLC • First TimeQuality℠. 
410‐451‐8006 • www.firsttimequality.com  • EdC@FirstTimeQuality.com 
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