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1. INTRODUCTION 

The Project Quality Plan is the commitment of Mancon Construction Co LLC to 
the implementation and adherence to the quality methodology to manage 
the people and processes to deliver the product and services at a desired 
consistent level.  

 
The client need is the focus of this Project Quality Plan; to meet the requirements 
of quality and time of the product and services as per specified in the contract. 

  
1.1 Purpose of this Quality Management Plan 

The purpose of the Project Quality Plan (PQP) is to provide the Client and project 
personnel the information for the policies and procedures for the assurance and 
control of the product quality, and for the continual improvement of the company’s 
Quality Management System (QMS). The PQP is structured to comply with the 
conditions set forth in this project. 

 

1.2 Project Brief: 

The project consists of construction of shooting range at Qusiwerah Airbase Al-
Ain, the scope shall include earth works, cutting, filling, interlocking pavement, 
underground utilities, utilities protection and all related civil and MEP works. 
 
The scope consists in developing and maintain for the maintenance period the 
scope of works as represented in the Drawings, B.O.Q., specifications, and all 
other contract documents. 
 
The construction will take place in Qusiwerah Airbase Al-Ain Abu Dhabi, United 
Arab Emirates.  
 
 

Contract No. CMW-22057-C001 

Project Title  Construction of Shooting Range 

Project Location Qusiwerah Airbase Al-Ain, Abu Dhabi 

CAP Job No. CAP-256 

Client  Command of Military Works (CMW) 

Project Duration 12 Months 
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The project consists of following facilities as pe contractual documents; 
 
Facility 00 -- External Works 
Facility 01 – 0808 - Stores 
Facility 02 – 1108 - Shed 
Facility 03 – 1003 – Chain Link Fence 
 
 

1.3 Document Reference 

The following documents are used as a source of reference for preparation of this 
Project Quality Plan: 
 

a. ISO 9001-2015 – Quality Management Systems – Requirements 
b. ISO 9000-2005 – QMS – Fundamentals & vocabulary 
c. Mancon’s Quality Manual 
d. Project contract specifications, documents and QA & QC Requirement. 
e. Codes of practices as listed in drawing and specifications. 
f. Mancon’s previously approved Project Quality Plan 

2. QUALITY MANAGEMENT SYSTEM 

Mancon established the Quality Management System as their commitment in 
implementing, maintaining and continually improving the organization in 
accordance to the pertinent standards.  

To achieve this, the construction of shooting range at Qusiwerah Airbase Al-Ain 
Quality Management Plan includes the following components: 
 

• Quality Assurance - to ensure quality project management processes. 

• Quality Control - via the development of quality outputs; and 

• Quality Improvement – review points to assess and improve quality where 
possible.   
 

2.1 Quality Policies 
 

The Mancon Top Management established and ensures that the quality policies 
are committed in providing timely quality services to its customers and the best 
working environment to all its employees thru the effective implementation by 
complying to ISO 9001:2015 standard. 
 
The company Policy Principles are: 
 

a. Compliance with the statutory and regulatory regulations. 



 Construction of Shooting Range at Qusiwerah 

Airbase Al-Ain (CMW-22057-C001) 

 
 
 

 

Revision 0 MAN-256-QAC-PQP-001 Project Quality Plan 

Page 7 of 103 

b. To meet the Client’s contractual requirements for the service and final 
product. 

c. To provide trainings and development of all the project employees to 
improve the quality system of work. 

d. Conformance to the requirements of ISO 9001:2015 Quality Management 
System. 
 

2.2 Quality Objectives  

The main Quality Objective is to complete the project and deliver the product to 
the Client in accordance to the contractual obligation, within schedule, within 
budget and in conformance with the Mancon Quality Management System. 
 

2.3 Communication Management 

Mancon recognizes and acknowledges the importance of communication in the 
efficiency and success of all their projects. Solid Communication Management 
approach is the approach that has been consistently being applied and carried out 
by the organization in the entire project with multiple stakeholders not only in 
Construction Phase, but all throughout the project 
phase.                                                                                                                                                                                                                                                             
The Mancon Project Team achieved effective and reliable communication 
management system through:      

• Identifying the relevant project stakeholders even before the project 
commence. 

• Providing a secure and dependable communication system and to be 
implemented all throughout the project lifecycle. 

• Determining the classification and category for prioritization of information 
dissemination. 

• Defining medium of communication that is required for the project. 
 

2.4 Management Responsibility 

The Mancon Management shall delegate competent Project Team to ensure that 

the quality system is established, implemented and maintained in accordance with 

ISO 9001, good practices, specific regulatory and/or client requirements. 

The QMS shall be reviewed by the Mancon Management in a continuous basis to 

ensure its effectiveness in meeting regulatory, customer, and quality program(s) 

requirements. 
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2.4.1 Management Review Meeting 

All quality related functions are reviewed at the highest possible level to ensure 

that the changes, updates, revisions, verifications activities and polices are made 

aware to all levels of personnel. 

 

The review procedure shall be applicable to Mancon Top Management and the 

Project Team that will focus on the following inputs: 

 

a. Follow-up from previous Management Review Meeting 
b. Risks and opportunities 
c. Possible changes that might affect the system 
d. External provider and suppliers’ performance 
e. Customer satisfaction and perception 
f. Non-conformity and corrective actions 
g. Customer Feedback 
h. Recommendations for improvement 

 

It shall be done every six months or sooner if deemed necessary. It will be 

attended by the key personnel and will be chaired by the Managing Director. 

Records of minutes shall be made and disseminated to the attendees. 

QHSE Representative in coordination with all the department Heads shall 

monitor the implementation of actions taken in the Management Review 

Meeting and evaluate its effectiveness.  

 

2.5 Project Organization 

Mancon’s Key Personnel assigned to this project shall possess broad range of 
experience and skills to ensure the effective and systematic approach to the 
management of this project. Competent Project Team shall be executing this 
project all throughout its project lifecycle. 
 
See attached Project Organizational Chart in Appendix 4, 5 and 6. 
 
3. PROJECT QUALITY MANAGEMENT 

The Mancon shall implement the PQP to ensure compliance with the 
specifications. The basis of the PQP is the Reference Standards stipulated in the 
Division 1 General Requirements Section 01 42 00. In addition, Mancon 
procedures shall be used in completing the construction project.  
 
The PQP will be maintained and executed by the Quality Project Team to ensure 
that all the materials and works shall comply with the contract specifications. Field 
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Engineers shall be available for all the on-site inspections. All the testing reports 
from the Testing firms shall be reviewed in compliance to contract requirements. 
 
The Quality Project Team shall be responsible for implementing the PQP Plan by: 
 

• Ensuring that the quality materials and supplies are provided for the project 
that meets all the standards. 

• Good workmanship complies in all the aspect of the project contract. 

• Providing Daily reports with complete listing of all the field testing and 
sampling activities. 

• An on-site Quality meeting will be conducted every other two weeks to 
review performance and prepare for the upcoming two-week period. 

• Recording of all the project activities in a daily quality control report that will 
be maintained on the site at all times.  
 

3.1 Procurement 

This procedure applies to all vendors of products, materials, and services that 
directly affect the quality of the services, materials and the final product.  
 
3.1.1 Managing Subcontractors 

Quality Manager in conjunction with Material Engineer and Purchase 

Representative shall be responsible to evaluate the subcontractors. They shall: 

a. Evaluate and select subcontractors as per their ability to comply with the 
subcontract requirements including quality and other specific requirements. 

b. Clearly define the type and extent of control over the subcontractors.  
c. Disapprove the use of the sources that are not acceptable to the required 

criteria for the project.  

Once officially approved as a subcontractor of the specified work in the project, 

each subcontractor shall have a legally binding written contract that will comprise 

the clear scope of the contracted work which will describe the following: 

a. Legal names of the parties involve will be specified. 

b. Clear Definition of deliverables and services to be provided. 

c. Appropriate terms and conditions that be imposed on both parties. 

d. Process and procedures to be followed and implemented within the project 

lifecycle. 

The works shall be well coordinated by Mancon to ensure that all the efforts of all 

parties are well integrated in parallel to other works related to contracted works. 
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A meeting shall be arranged with the subcontractors for the discussion of any 

issues of concern to either party.  

3.1.2 Purchasing 

Purchasing process of outside materials, supplies, and services is an essential 
requirement for The Organization’s Project management team. In most cases, 
purchasing shall be implemented as follows:  
 

a. New materials/ products are those items which require approval of the 
Client/ Consultant and or being used in the Project for the first time  

b. The Project Manager/ Project Engineer shall prepare the Requisition Form 
for quotation for the material/ product based on the contract/ site 
requirement, with indication to the type of Quotation and its details  

c. The Requisition Form shall be checked for the quantity against BOQ/ 
Drawings and approved by the Project Manager and passed to HPD with 
required documents if any. 

d. HPD, in turn, will initiate the procurement activities by sending enquiries to 
the approved suppliers/ proposed vendors in contract documents with all 
received contract documents from the project management, as required. 

e. Upon receipt of prices against Procurement Enquiry, the HPD shall prepare 
a Price Comparative Statement, where based on this, the PM will choice 
the suitable supplier to issue the Letter of Intent (where required) 

f. In coordination among HPD, PM, PE and supplier; Material Requisition 
Form for concern material to be raised to the Consultant/ Client for 
approval 

g. Approved items are those which are already approved by the Client/ 
consultant and are being used in project / site 

h. Upon receipt of the Approved Requisition Form, the PE/ PM will send a 
formal Material Requisition to HPD to start process of LPO. 

i. LPO shall contain complete details needed. 
 
3.1.3 Product Protection 

Mancon ensures that the materials for the project shall be controlled. The 
materials and/or equipment will be checked against the LPO and suppliers. 
Delivery Note in accordance with the procedure for Purchasing Materials and/or 
Equipment will be inspected in accordance with the procedure for Inspection & 
Testing. Equipment is handled manually at the store by personnel assigned for 
this work. A sample inspection is made for bulk items; this will be recorded on the 
LPO. Materials shall be handled accordingly to prevent damage or deterioration. 
Damaged and/or short delivered items will be addressed as per the Procedure for 
Nonconforming Product. 
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Preservation of Materials and Equipment will be completed in accordance with 
manufacturers’ recommendations. 

3.1.4 Non-conforming Products 

Mancon upon identifying the discrepancy in product/process shall: 
a. Identify the non-conforming product and a suitable tag is used to 

distinguish a non-conforming product. 
b. Re-verify the product specification to assess the product conformity with 

the requirements. 
c. Established the method of disposing the non-conforming product if it cannot 

be used in any application. 
d. Maintain the disposal records. 

 
3.1.5 Corrective Actions 

Mancon shall investigate and determine the cause of non-conformities, and shall: 

a. Eliminate the root cause of the non-conformity. 

b. Implement proposed corrective actions. 

c. Monitor, measure and evaluate the effectiveness of the corrective actions. 

d. Close all the non-conformance reports. 

e. Record the details of all the non-conformance/corrective reports. 

3.2 Submittals 

All the Submittals shall be prepared for completeness, review and verification as 
per the requirements mentioned in the Contract, Specifications and any other 
additional instructions. This includes material, equipment, drawings, schedules, 
and any other relevant information/documents specified for the project. All 
submittals will be logged and copies will be retained in the project files. 
 
Submittals shall be managed as follows: 

a. Schedule of submittals shall be prepared and submitted before the 
commencement of work. 

b. Contractor shall use an approved transmittal form per each submission. 
c. All submittals shall be comprehensively complete as per the specification 

requirements. 
d. Submittals shall be prepared, reviewed and filed according to the 

specification section for reference and coordination for the following: 
i. Product Data 
ii. Shop Drawings and Coordination Drawings 
iii. Samples (For information, for Selection and Approval) 
iv. Design Data 
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v. Test Reports 
vi. Certificates 
vii. Manufacturer’s Instructions & Field Reports 
viii. Any other documents that is necessary 

e. Color and mock-up samples are maintained in a secure place at the job site 
for comparison with the finished product.   

f. A tag or sticker identifying the submittal number and the date of approval is 
attached to the sample.   

g. When a color or mock-up sample is not approved, it is labeled as 
“Rejected” and removed from the job site (if requested).   

h. The record shall be maintained of the disapproved item with a copy 
submitted to Consultant’s Document Control. 
 

3.3 Document Control 

This procedure is applicable to all Quality System Documents. Mancon has 

established and maintains documented procedures that will ensure that the 

current information is available at the current revision status. 

The Quality Management Plan shall document procedures to control all 

documents and data that relate to the requirements of this section including to the 

extent applicable, documents of external origin such as studies, reports, 

calculations, standards and record drawings. These procedures shall control the 

generation, distribution and confidentiality of all documents, as well as establish a 

system to identify, collect, index, file, maintain and dispose of all records. 

Documents and data can be in the form of any media, such as hard copy or 

electronic media. 

The documents and data shall be reviewed and approved for adequacy by 

authorized personnel prior to issue. A master list or equivalent document control 

procedure identifying the current revision status of documents shall be established 

and be readily available to preclude the use of invalid and/or obsolete documents. 

Changes to documents and data shall be reviewed and approved by the same 

functions or organizations that performed the original review and approval, unless 

specifically designated otherwise. The designated functions or organization shall 

have access to pertinent background information upon which to base their review 

and approval. 

Where practical, the nature of the change shall be identified in the document or 

the appropriate attachments. 
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3.4 Method Statements 

Project Manager / section heads identifies the requirement of various method 
statements / work procedures and lists out the same in Master list of method 
statement / Work procedures. 

Section head prepares the method statements in stages prior to start of work as 
per execution plan and collects related documents from QA/QC engineer and Job 
Safety Analysis (JSA) from HSE engineer. Compiles the same and reviews it for 
its completeness. These are reviewed & approved by Project in charge. The same 
is submitted to owner / his rep & approval is obtained if needed as per contract. 

All test procedures and Method Statement shall be submitted to owner / 
consultant before start of any tests/works. 
 
3.5 Inspection and Testing 

Project manager shall identify, plan and control the construction processes that 
directly affect quality to ensure that these processes are carried out under 
controlled conditions. Controlled conditions include the following: 
a. The availability of information that specifies the product/construction 
requirements 
b. Use of documented work instructions defining specific requirements of the 
product/ work activity, as required 
c. Use of suitable equipment and instruments in a suitable work environment 
d. Compliance of the product/ work activity with contract specifications, 
approvals, reference standards, codes, control plans, and/or documented 
procedures and work instruction 
e. The approval of process, equipment and calibrated instruments as required 
f. The implementation of defined processes for release, delivery, and any 
applicable post-delivery project work activities. 
 
3.6 Project Close-Out 

This phase shall be planned and will be done as early as possible in the project 

lifecycle. This process shall be well-coordinated with all the project stakeholders. 

3.6.1 Snagging 

Once the Project is near in its completion a project closeout meeting shall be 

called out and a list of areas requiring inspections shall be prepared and 

submitted by Mancon to the consultant/Engineer.  

The project closeout meeting agenda should cover all requirements in the contract 

documents associated with the full completion of the project.  Topics on the 

agenda typically include the following: 
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Prior to practical completion the necessary stakeholders shall participate in a joint 

final inspection and a “Snag List” of deficiencies shall be prepared. Mancon will 

formally request for an inspection once the project has reached the substantial 

completion wherein all the test and commissioning required as per the 

agreement/contract was achieved. 

All the items mentioned in the Snag List shall be organized in a sequential manner 

starting from the external areas and proceeding from lowest to the highest floor. 

Dated records shall be kept and receipts of acknowledgement shall be filed. 

Photographs shall be provided if deemed necessary for further clarifications.  

3.6.2 Commissioning 

Commissioning shall take place when Mechanical and Electrical completion is 

completed for a system or part of a system. This process shall be divided into 

three main activities: 

a. Pre-Commissioning (Preparation) 

b. Commissioning (Execution) 

c. Documentation and Handover to operation 

3.6.3 Handing Over Documents 

The Handover information as per the contractual requirements is listed as follows:  

a. As Built Drawings 

b. Original Warranties/Guarantees 

c. Training and Instruction of Owners Personnel 

d. Manual for Materials and Finishes 

e. Manual for Equipment and Systems 

f. Hardware and software Manuals. 

g. Any other as stated in the contract. 
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SN Term / Abbreviation Description / Meaning 

1 CMW Command of Military Works 

2 BOM Bill of Materials 

3 BOQ Bill of Quantities 

4 CM Construction Manager 

5 CONS Construction 

6 DC Document Controller 

7 ENG Engineer 

8 ENG/ Engineering 

9 ENV Environment 

10 HPD Head Procurement Department 

11 HR Human Resource 

12 HSE Health, Safety and Environment 

13 HSE/M Health, Safety and Environment / Manual 

14 IMS Integrated Management System  

15 ISO International Standard Organization 

16 IT Information Technology 

17 JSA Job Safety Analysis 

18 KPI Key Performance Indicator 

19 LLC Limited Liability Company 

20 Log Logistics 

21 LPO Local Purchase Order 

22 MAN Mancon Construction Company LLC 

23 MQR Monthly Quality Report 

24 MR Material Requisition 

25 MRP Material Requirements Planning System 
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26 NOC No Objection Certificate 

27 OHSAS Occupational Health and Safety Assessment Series 

28 PE Project Engineer 

29 PM Project Manager 

30 PQP Project Quality Plan 

31 PRJ Project 

32 QA Quality Assurance 

33 QAC Quality Assurance & Control 

34 QA/QC Quality Assurance / Quality Control 

35 QC Quality Control 

36 QHSE Quality, Health, Safety and Environment 

37 QMS Quality Management System 

38 QRS Quality Register Systems 

39 Q/M Quality Manual 

40 Rev Revision 

41 SN Serial Number 

42 TBT Tool Box Talk 

43 WIR Work Inspection Request 
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APPENDIX 2 

ISO Certificates 
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APPENDIX 3 

Quality Policy 
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APPENDIX 4 

Project Organizational Chart 
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APPENDIX 5 

Quality Organizational Chart 
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Document Controller 

Eng. Magdy Metwaly 

Project Manager 

Saad UL Islam 

QA/QC Manager 

 

Site QA/QC 
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APPENDIX 6 

HSE Organizational Chart 
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APPENDIX 7 

Project Job Responsibilities 
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1. Project Manager 

• Manage the relationship with the client and all stakeholders. 

• Project manager reports to Area Manager and top management 

progress on routine basis to accelerate the project. 

• Project Manager is responsible to ensure resource availability and 

allocation. 

• Project Manager is responsible to develop a detailed project plan to 

track progress. 

• Project Manager is responsible to use appropriate verification 

techniques to manage changes in project scope, schedule and costs. 

• Project Manager is responsible to measure project performance using 

appropriate systems, tools and techniques. 

• Project Manager perform risk management to minimize project risks. 

• Project manager coordinates with Construction Manager to ensure that 

the project is completed on time and within budget and the objectives 

are met.  

• Project managers oversee the project to ensure the desired result is 

achieved.  

• Overall responsible for the safe execution of the works.  

• Plan the materials, plant and equipment required for this activity.  

• Obtain all relevant approvals for Local Authority Requirements (NOC).  

• Obtain work permit (WIR) from supervising consultants.  

• Ensure that all work procedures are followed correctly to the satisfaction 

of the Client, Consultants and Local Authorities. 

• Project Manager establish and maintain relationships with third 

parties/vendors. 

• Project Manager create and maintain comprehensive project 

documentation. 

• Ensure that the project delivered on-time, within scope and within 

budget. 

 

 

2. Planning Manager 

• Ensure that material scheduling strategy and processes are in place 

and 

• Work effectively in order to ensure material supply meets production 

• Requirements with minimum stock levels, whilst optimizing costs 

• Take ownership of material planning issues that arise, including over or 

under delivery and take any follow up actions especially in the event of 

material shortages that affect production 
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• Assess volume requirements against planning assumptions 

• Manage inventory risk and ensure that contingency plans are in place 

• Seek and recommend solutions to overcome issues arising in order to 

meet production requirements and address operational risks 

• Design, develop and implement flexible solutions to aid business 

efficiency, drive process improvements and add value 

• Support continuous improvement initiatives 

• Ensure that professional and consistent materials planning processes 

are applied across the business 

• Ensure that any Material Requirements Planning system (MRP) or IT 

system in place is effective and that data is accurate and up to date and 

resolve any issues as required 

• Investigate and implement system enhancement initiatives 

• Ensure the integrity of Bill of Materials (BOM) and inventory accuracy at 

all times and manage and control inventory levels and movements 

• Take overall responsibility for obsolete parts process and ensure 

business is left with minimum liability and minimal waste 

• Oversee labelling processes to ensure correct parts/finished assemblies 

reach correct customers at the correct time 

• Ensure strategic and operational information, reports and metrics are 

available to share with others in the business as and when required 

• Report on achievement of targets and identify any corrective action 

 

 

3. HSE Manager 

• Typical responsibilities include  

• Implementing HSE policies and practices.  

• Ensuring compliance with HSE legislation.  

• Managing HSE strategy budgets.  

• Liaising with internal staff including senior managers and directors.  

• Providing HSE training to staff at all levels.  

• Managing a team of technical, scientific and engineering staff.  

• Writing plans and reports.  

• Keeping up to date with changes in HSE legislation and initiatives 

including EU directives.  

• Producing educational resources.  

• Liaising with regulatory bodies such as the Environment Agency. 

• Advise and assist the PM for implementing the HSE System.  
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4. QA/QC Manager 

• Responsibilities of the job include: 

• Determining, negotiating and developing in-house quality procedures, 

standards and/or specifications. 

• Assessing customer requirements and ensuring that these are met. 

• Setting customer service standards. 

• Specifying quality requirements of raw materials with suppliers. 

• Investigating and setting standards for quality/health and safety. 

• Ensuring that manufacturing processes comply with standards at both 

national and international level. 

• Working with operating staff to establish procedures, standards, 

systems and procedures. 

• Writing management/technical reports and customers‟ charters. 

• Determining training needs. 

• Acting as a catalyst for change and improvement in performance/quality 

• Directing objectives to maximize profitability. 

• Monitoring, recording, analyzing and distributing statistical information. 

• Supervising technical or laboratory staff. 

• Assist and advise the CM / PM to implement the QA/QC system and 

procedures. 

• Ensure the requirements of the Specification are incorporated in the 

Method Statement. 

 

5. Civil Project Engineer 

• Develops project objectives by reviewing project proposals and plans; 

conferring with management. 

• Determines project responsibilities by identifying project phases and 

elements; assigning personnel to phases and elements; reviewing bids 

from contractors. 

• Determines project specifications by studying product design, customer 

requirements, and performance standards; completing technical 

studies; preparing cost estimates. 

• Confirms product performance by designing and conducting tests. 

• Determines project schedule by studying project plan and 

specifications; calculating time requirements; sequencing project 

elements. 

• Maintains project schedule by monitoring project progress; coordinating 

activities; resolving problems. 

• Controls project plan by reviewing design, specifications, and plan and 

schedule changes; recommending actions. 
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• Controls project costs by approving expenditures; administering 

contractor contracts. 

• Prepares project status reports by collecting, analyzing, and 

summarizing information and trends; recommending actions. 

• Maintains safe and clean working environment by enforcing procedures, 

rules, and regulations. 

• Maintains project data base by writing computer programs; entering and 

backing up data. 

• Maintains product and company reputation by complying with federal 

and state regulations. 

• Contributes to team effort by accomplishing related results as needed. 

• Electrical Project Engineer 

• Typical responsibilities include: 

• Preparing and agreeing project specifications, budgets and timescales 

with clients. 

• Undertaking relevant research. 

• Implementing designs. 

• Creating test procedures. 

• Testing, evaluating, modifying and re-testing products. 

• Writing reports and documentation. 

• Analyzing and interpreting data. 

• Conform to engineering codes and standards and company QA system 

and policies. 

 

6. Mechanical Project Engineer 

• Typical responsibilities include: 

• Assessing project requirements. 

• Agreeing budgets, timescales and specifications with clients and 

managers. 

• Liaising with suppliers. 

• Undertaking relevant research. 

• Producing and implementing designs and test procedures. 

• Measuring performance of mechanical components, devices and 

engines. 

• Testing, evaluating, modifying and re-testing products 

• Writing reports and documentation. 

• Providing technical advice. 

• Analyzing and interpreting data. 

• Conform to engineering codes and standards and company QA system 

and policies. 
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7. Electrical Project Engineer 

Typical responsibilities include 

• Preparing and agreeing project specifications, budgets and timescales 

with clients. 

• Undertaking relevant research. 

• Implementing designs. 

• Creating test procedures. 

• Testing, evaluating, modifying and re-testing products. 

• Writing reports and documentation. 

• Analyzing and interpreting data. 

• Conform to engineering codes and standards and company QA system 

and policies. 

 

8. Project Coordinator 

• Coordinate activities, resources, equipment and information: 

• Liaise with clients to identify and define project requirements, scope and 

objectives 

• Make certain that clients‟ needs are met as the project evolves 

• Help prepare project proposals, timeframes, schedule and budget 

• Monitor and track project’s progress and handle any issues that arise 

• Act as the point of contact and communicate project status adequately 

to all participants 

• Use project management tools to monitor working hours, budget, plans 

and money spend 

• Issue all appropriate legal paperwork 

• Report and escalate to management as needed 

• Create and maintain comprehensive project documentation, plans and 

reports. 

 

 

9. Site Sub Engineer / Supervisor 

• Responsible for the execution, monitoring and supervision of the works. 

• Responsible to verify the activities as per approved documents (shop 

drawing, material, sample, method statement and inspection and test 

plan). 

• Providing task related TBT (Toolbox Talk) to personnel. 

• Implementing and monitoring Quality and HSE requirements. 
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• Inspecting construction sites regularly to identify and eliminate potential 

safety hazards. 

• Supervising and instructing the construction team as well as 

subcontractors. 

• Educating site workers on construction safety regulations and accident 

protocol. 

• Enforcing site safety rules to minimize work-related accidents and 

injuries. 

• Maintaining an accurate record of construction employee attendance. 

• Evaluating the performance of construction employees and instituting 

disciplinary measures as needed. 

• Responsible to take actions for closeout of observation and non-

compliance reports. 

• Responsible to communicate with project engineer, surveyor and 

foreman to manage the activities. 

• Report to the Project Engineer, Project / Construction Manager on a 

regular basis. 

 

10. Document Controller 

• Develop and implement processes related to document control and 

management. 

• Checking quality of documents. 

• Monitoring processes, producing listings and setting up project filling 

systems. 

• Teaming up with other documentation groups. 

• Coordinate all activities related to the Document Control procedure, 

including technical documents, drawings, and commercial 

correspondence. 

• Input document data into the standard registers ensuring that the 

information is accurate and up to date. 

• Generate the various document control reports as required. 

• Typing of site documents, and follow up of all the site needs 

• Makes sure that controlled copies of latest approved documents and 

drawings are given to the appropriate staff, subcontractors and 

suppliers as applicable 

• Maintain updated records of all approved documents and drawings and 

their distribution clearly 
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• Maintain the documents and drawings in the Document Control office 

under safe custody without any damage or deterioration with easy 

traceability. 

• Maintain the files and control logs as required by the project. 

 

11. Foreman 

• Responsible for the execution of the works as per instruction of Site 

Engineer. 

• Implementation of related TBT (Toolbox Talk) to workers. 

• Responsible to provide the work permit to working crew. 

• Responsible to assign the right person (skilled, qualified, authorized or 

certified) for each activity. 

• Responsible to arrange and provide suitable working tools for activities. 

• Responsible to provide construction material at work place. 

• Manage and guide the use of machinery and equipment. 

• Peacefully resolve any emerging problems and issues. 

• Responsible for the execution of works as per provided drawings and 

surveyor’s setting out. 

• Responsible to protect the work done from damages. 

• Responsible for Implementing and monitoring Quality and HSE 

requirements. 

 

12. Surveyor 

• Responsible for instruments’ calibration. 

• Responsible to generate co-ordinates as per approved shop drawings. 

• Responsible for the setting out and marking co-ordinates prior to and 

during the works in accordance with the approved drawings. 

• Responsible to verify that the work has done as per marked co-

ordinates. 

• Responsible to prepare and maintain the records of survey reports. 

• Report to the Project Manager on a regular basis. 

• Responsible to provide actual site details to technical engineer for As 

Built drawings preparation. 
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APPENDIX 8 

Master List of Mancon Quality Procedures 
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MASTER DOCUMENT LIST 

SN Template Code Template Name 

I. COMMON PROCEDURES 

1 MCC-QHSE/P001 Control of Documented Information 

2 MCC-QHSE/P002 Measurement Traceability 

3 MCC-QHSE/P003 Process Improvement and Customer 

4 MCC-QHSE/P004 Internal Audit 

5 MCC-QHSE/P005 Control of Nonconforming Product 

6 MCC-QHSE/P006 Corrective Action 

7 MCC-QHSE/P007 Client Complaints Handling 

8 MCC-QHSE/P008 Project Close Out 

9 MCC-QHSE/P009 Protection of Works 

11 MCC-QHSE/P010 Context of Organization 

12 MCC-QHSE/P011 Risk Management 

13 MCC-QHSE/TM01 Top Management Responsibility 

14 MCC-HR/P001 HR Management 

II. FUNCTIONAL PROCEDURES 

1 MCC-PRJ/P001 Client Supplied Material Procedure 

2 MCC-ENG/P001 Contract Review Procedure 

3 MCC-ENG/P002 Design Control Procedure 

4 MCC-ENG/P003 Project Close Out Procedure 

5 MCC-PRJ/P002 Control of Sub Contractor’s Quality Work 

6 MCC-PRJ/P003 Inspection and Test Status Procedure 

III. HSE PROCEDURES 

1 MCC-HSE-P001 
Aspect Impact Evaluation and Hazard Risk 
Assessment 

2 MCC-HSE-P002 Sub-Contractor Management Procedure 

3 MCC-HSE-P003 Legal Requirements Procedure 
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4 MCC-HSE-P004 
Internal Consultation and Internal and External 
Communication Procedure 

5 MCC-HSE-P005 Incident, Investigation and Reporting Procedure 

6 MCC-HSE-P006 Emergency Preparedness and Response Procedure 

7 MCC-HSE-P007 Work Permit Procedure 
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APPENDIX 9 

Forms / Templates Register 
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FORMS AND TEMPLATES REGISTER 
(Common Forms & Templates) 

SN Template Code Template Name 

1 MCC-QHSE/F01 Master List of Documents 

2 MCC-QHSE/F02 Master List of Forms  

3 MCC-QHSE/F03 Document Change Proposal  

4 MCC-QHSE/F04 Document Distribution List  

5 MCC-QHSE/F05 Equipment Calibration Status 

6 MCC-QHSE/F06 Customer Satisfaction Survey Form 

7 MCC-QHSE/F10 Non- Conformities Log 

8 MCC-QHSE/F11 Non-Conformities Report 

9 MCC-QHSE/F12 Corrective Action Log 

10 MCC-QHSE/F13 Corrective Action Request 

11 MCC-QHSE/F14 Customer complaints form 

12 MCC-QHSE/F15 Project Final Close Out- Check list 

13 MCC-QHSE/F16 Risk and Opportunities Register 

14 MCC-QHSE/F17 Minutes of Meeting 

15 MCC-QHSE/F18 Employee Recruitment Form 

16 MCC-QHSE/F19 Leave Application 

17 MCC-QHSE/F20 Induction Training Record 

18 MCC-QHSE/F21 QHSE Training Record 

19 MCC-QHSE/F22 Job Descriptions 

20 MCC-QHSE/F23 Employee Competency Evaluation 

21 MCC-QHSE/F24 QHSE Training Matrix 

22 MCC-QHSE/F25 New Employee Checklist 

23 MCC-QHSE/F26 Training Attendance Sheet 

24 MCC-QHSE/F27 Toolbox Talk Record Form 

25 MCC-QHSE/F28 Training Record Form 
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26 MCC-QHSE/F29 List of Employees 

27 MCC-QHSE/F30 List of Supplier 

28 MCC-QHSE/F31 Supplier Evaluation Form 

 

 

FORMS AND TEMPLATES REGISTER 
(HSE Forms & templates) 

SN Template Code Template Name 

1 MCC-HSE/F01 Evaluation of Legal Compliance 

2 MCC-HSE/F02 OHSAS Legal Regulatory Requirements 

3 MCC-HSE/F03 Emergency Drill Report 

4 MCC-HSE/F04 Emergency Number 

5 MCC-HSE/F05 Emergency Task Force List 

6 MCC-HSE/F06 Aspect Impact Evaluation 

7 MCC-HSE/F07 Hazard Risk Register - Project 

8 MCC-HSE/F08 Hazard Risk Register_- Office 

9 MCC-HSE/F09 Near Miss Report 

10 MCC-HSE/F10 Incident Information Report 

11 MCC-HSE/F11 Incident Investigation Report 

12 MCC-HSE/F12 Vehicle Accident Report 

13 MCC-HSE/F13 Hot Work Permit 
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SN Template Name 

1 Agenda of Meeting 

2 As Built Drawing Log 

3 Attendance Sheet 

5 Correspondence Logs (Incoming and Outgoing) 

6 Daily Report 

7 Document Submittal Form and Log 

8 Drawing Register 

9 Material Submittal Form and Log 

10 Method Statement Log 

11 Minutes of Meeting 

12 Non-conformance Log 

13 Outsourcing Submittal Form 

14 Request for Information 

15 Shop Drawing  

16 Shop Drawing Submittal and Log 

17 Work Inspection Request 
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APPENDIX 10 

Project Forms 
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APPENDIX 11 

Material Test Frequency Chart 
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