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1 PURPOSE

This purpose of this procedure is to document the requirement for preparing QC Records and an MDR
Package.

2 SCOPE

This scope of this procedure covers the minimum requirement on how to prepare QC Records and an
MDR Package for handover to the client.
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3 RESPONSIBILITIES

The Operations Manager is responsible for the preparation of QC records and the MDR Package in
accordance with project specific requirements.

The Operations Manager is responsible for ensuring the format of the QC records and MDR package
prepared for construction works provide suitable traceability for the scope of work and client
requirements.

All company employees and contractors are responsible for complying with the requirements of this
procedure.

4 FIELD INSTALLATION CHECKLISTS (FIC)

Field Installation Checklists (FIC) are used to track the installation, testing and handover of construction
works. A list of all FICs is contained in QMS-REG-006 Quality Forms Register.

The purpose of an FIC is to ensure the installation and testing of construction activities is done in
accordance with the relevant specification, code, standard, drawing and procedure.

5 MDR PACKAGE CONTENT

The MDR package prepared for a construction project shall contain the required areas as specified in the
contract scope.

A sample table of contents for a pipeline construction project is as follows;
Quality Management Plan (QMP)
Inspection & Test Plan (ITP)

Quality Audits
e Audit Schedule
e Audit Reports

Change Management

e Site Instructions

e Field Delay Notices (FDN)

e Field Change Notices (FCN)
Variation Register
Technical Queries
e Non-conformance Reports (NCR)
e Corrective Action Reports (CAR)

Weld Procedures / Qualifications
e Weld Procedure
e Welder Qualification Register
e Welder Qualification Records
e Welding Machine Register

Weld Sheets

e Butt Weld Check Sheets
e Electro Fusion Check Sheets
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Weld Logs / Weld Maps
e Weld Log
e Weld Maps
e Weld Control Sheet

Pressure Test Reports

e Pressure Test Procedure
e Pressure Test Records

Earthworks
e Culture Heritage Reports
e Potholing Check Sheet
o C(Clear and Grade Check Sheet
e Trench Excavation Check Sheet
e Lower in and Backfill Check Sheet
e Compaction Reports
e Miscellaneous Certificates/Reports

Mechanical Records
e Flange Records
e Valve Records
Material Certificates

e Material Inspection Report
e Pipe Certificates

e Fitting Certificates

e Valve Certificates

e High Point Vent

General Arrangement Drawings

e General Arrangement
e P&ID

Practical Completion Certificate

6 REFERENCED DOCUMENTATION

e HR-POL-012 Company Mission Statement

e QMS-PRO-017 Control of Document

e (QMS-MAN-001 Quality Management System Manual

e WHS-MAN-001 Safety Management Manual

e ENV-MAN-001 Environmental Management System Manual
e QMS-PR0O-026 Authority and Responsibilities Procedure
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