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PROJECT QC ORGANIZATION CHART 
The Project QC Organization Chart shows the QC organizational structure. The chart includes job positions 
along with the name of each person appointed to that position. Figure C-1 shows the QC Organization 
Chart for this project. 

The President defines the organization chart for the project. The organizational chart includes job titles, 
names of assigned personnel, and organizational and administrative interfaces with the customer. The 
organization chart defines lines of authority as indicated by solid connection; dotted lines indicate lines of 
communication.  The lines of authority preserve independence of quality control personnel from the 
pressures of production. 

The President assesses the qualification requirements for each position on the project organization chart, 
qualifications of each person, and then appoints only qualified persons to the project organization. 

Figure C-1 
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I. DESIGN PROJECT QUALITY SPECIFICATIONS 
Fulfilling customer contract expectations is a primary objective of the [CompanyName] Quality System. To 
ensure that customer expectations will be fulfilled, [CompanyName] clearly defines the requirements for 
each contract before it is approved.  

The Project Design Manager ensures that the information in customer contracts clearly defines customer 
expectations and that the necessary details are provided to set requirements for design.  

[CompanyName] personnel and architects, engineers, and subcontractors are accountable for compliance 
to standards-based written specifications. 

To achieve expectations reliably and consistently, specifications are clearly spelled out, not only for results 
but also for processes. Specifications apply to materials, work steps, qualified personnel and architects, 
engineers, and subcontractors, safe work rules, and environmental work conditions. 

Standards ensure that materials, methods, and results are specified rather than left to discretionary 
practices. 

All [CompanyName] design activities comply with generally accepted good workmanship practices and 
industry standards. 

LOCAL BUILDING CODES 
Applicable building codes that apply to this project are listed on the Project Building Codes form. A Project 
Building Codes form exhibit is included in this subsection.  

 

Sele
cte

d P
ag

es

Questions? Call First Time Quality 410-451-8006



 

 

Page 34 

[ProjectName] - [ProjectNumber]  
Copyright 

 

J. DESIGN REVIEW PROCESS  
Design controls are in place to assure the quality of design designs for this project.  

A design plan is used to document the design control process. The Design Plan is included as an exhibit in 
this subsection. 

Intermediate reviews will be carried out as indicated on the design control plan.  The last review is the 
design output review.   

A record of all reviews will be recorded on the Design Review form. A Design Review form exhibit is 
included in this subsection. 

The President has appointed [DesignerRecordName] as the Designer of Record. [DesignerRecordName] 
will control the design process with specific quality responsibilities, duties, and the authority to carry 
them out.   

DESIGN REVIEWS 
The Design QA/QC Manager holds review meetings with interested parties at key design milestones. The 
Design QA/QC Manager identifies the key design milestones, the design output required for the review, 
and a list of reviewers. 

Two design reviews are required: one is an input design review and the other is the final design review. 
The Design QA/QC Manager identifies other design reviews necessary to ensure a quality result.  Design 
reviews may be specified at the completion of design work tasks, site assessments, preliminary 
engineering, preliminary design, percentage completion stages, and on a calendar schedule. 

The Design QA/QC Manager identifies customer and company reviewers appropriate for each design 
milestone.  Reviewers may include persons that have a stake in any of the following: quality, safety, 
constructability, scheduling, maintenance, purchasing, estimating, or cost control. 

At each review, the Design QA/QC Manager reviews reviewer recommendations for amendments to the 
design specifications.  The Design QA/QC Manager submits selected design amendments for customer 
approval. Customer approved design amendments are design requirements. 

DESIGN OUTPUT REVIEWS 
The Design QA/QC Manager ensures that design output documents are verified by qualified personnel 
independent of the person performing the work.  The person responsible must verify: 

• The completed design meets requirements specified by the design input 
• The completed design meets approved design amendments   
• Engineering calculations are correct 
• Completeness of records per the Design Project Design Quality Control Plan including inputs, 

reviews, communications, and verification activities. 

DESIGN REVIEW PLAN 
The Design QA/QC Manager prepares a project-specific design review plan that includes: 
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[CompanyName][CompanySuffix] 
Project Design Review Plan 

Version December 12, 2012 

Project ID Project Name Preparer Date 

[ProjectNumber] [ProjectName] 
  

Design Appointments 

Designer of Record  

Designer(s)  

Design QC Reviewer  

Design Review Milestones 

 
Ref# Work Task 

Output required for 
review Scheduled date/milestone Review participants 

Design Input Review      

Work in Process 
Review: 

     

Work in Process 
Review: 

     

Final Design Review:      

 Sele
cte

d P
ag

es

Questions? Call First Time Quality 410-451-8006



 

 

Page 47 

[ProjectName] - [ProjectNumber]  
Copyright 

 

N. PROJECT COMPLETION INSPECTIONS 
[CompanyName] conducts a series of inspections near the end of each project to assure that the 
contracted work is completed to specifications.  

Near the end of the project, or a milestone, the Design QA/QC Manager, Design Engineer, and Project 
Design Manager participate in the inspection of the completed project and verify conformance to contract 
specifications.  Any deviations are corrected and reinspected before submitting the project to the 
customer for final inspection. 

If the customer performs a final inspection, corrections are quickly addressed, reinspected by the Quality 
Manager, and then submitted for customer final review. 

A Record of each of the inspections will be maintained on the Project Completion Inspection form. If 
punch items are discovered during the inspection, a record of the punch items and their correction will be 
maintained on the Punch List form. Project Completion Inspection and Punch List form exhibits are 
included as an exhibit in this subsection. 

PUNCH-OUT QC INSPECTION  
Near the end of the project, or a milestone established in the Project Quality Inspection and Test Plan, the 
Design QA/QC Manager will inspect the completed project and verify conformance to contract 
specifications. 

The Design QA/QC Manager records nonconforming items.  

The Design Engineer assigns a planned date by which the deficiencies will be corrected.  The date may be 
assigned for all items or individual items as necessary.  After corrections have been made, the Design 
Engineer verifies the completion of each item. 

Then the Design QA/QC Manager conducts a follow-up inspection and verifies that all nonconforming 
items have been corrected to meet contract specifications.   Any remaining deficiencies are recorded 
managed as nonconformances. 

When the pre-final [CompanyName] inspection process is complete, the Design QA/QC Manager then 
notifies the customer that the project is ready for the customer’s final inspection.  The customer is also 
notified of any remaining nonconformances and their planned resolution.  

PRE-FINAL CUSTOMER INSPECTION 
If the customer performs a pre-final inspection, the Design QA/QC Manager records nonconforming items 
and assigns a planned date by which the deficiencies will be corrected.  

The Design Engineer assigns a planned date by which the deficiencies will be corrected.  The date may be 
assigned for all items or individual items as necessary.  After corrections have been made, the Design 
Engineer verifies the completion of each item. 

After corrections have been made, the Design QA/QC Manager will conduct a follow-up inspection and 
verify that all nonconforming items have been corrected to meet contract specifications.   Any remaining 
deficiencies are recorded and then managed as nonconformances. 
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7. PROCESS CONTROLS 
HOW WORK IS CARRIED OUT 

7.1. OVERVIEW  
The design process plan defines how project work is to be done and approved for the overall project. The 
design process plan is communicated to all key personnel, architects, engineers, and subcontractors 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 MEETING 
Prior to the commencement of work, the Project Design Manager holds a meeting to discuss and 
coordinate how project work will be performed and controlled. Key personnel from [CompanyName], 
architects, engineers, and subcontractors meet to review expectations for project quality results as well as 
quality assurance and quality control policies and procedures including:  

• Key requirements of the project 
• The Project Design Quality Control Plan 
• Required quality inspections and tests  
• The project submittal schedule 
• Quality policies and heightened awareness of critical quality requirements 
• Project organization chart and job responsibilities 
• Methods of communication and contact information 
• Location of project documents and records 

7.3. WEEKLY QUALITY PLANNING AND COORDINATION MEETINGS 
The Design Engineer conducts a meeting with key company, architect, engineer, and subcontractor 
personnel responsible for carrying out, supervising, or inspecting the work, and interested customer 
representatives.  

The meeting is held on a nominal weekly schedule.  During the meeting, the Design Engineer facilitates 
coordination among the participants, communication among the participants, and reinforces heightened 
awareness for critical requirements. 

The Design Engineer maintains a record of the meeting event on the Daily Quality Control Report. 

7.4. MONTHLY QUALITY CONTROL REPORT 
When a monthly quality control report is required by the Project Quality Plan, the Design Engineer 
records a monthly status report. The report includes: 

• A summary of work completed and work in progress 
• Outstanding issues 
• Issues resolved during the reporting period 
• Outstanding potential change orders 
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List of Included Forms 
 

• Project Personnel Qualification Form 
• Subcontractor or Supplier Qualification Form 
• DQC Manager Appointment Letter 
• Project Design Manager Appointment Letter 
• Design Engineer Appointment Letter 
• Laboratory Qualification Form 
• Quality Inspection and Test Plan 
• Nonconformance Report 
• Project Design Process Plan 
• Design Review Form 

 
• Quality Controlled Work Task List 
• Work Task Inspection Form 
• Punch List 
• Project Completion Inspection Form 
• Training Plan 
• Training Log 
• Project License and Qualifications 
• Personnel Certifications and Licenses 
• Project Organization Chart 

 
• Project Quality Communications Plan 
• Subcontractor Quality Communications Plan 
• Point Of Contact List 
• Project Quality Training Plan 
• Project Quality Records Plan 
• Project Submittals Schedule and Log 
• Project Submittal Form 
• Change Order Form 
• Design Review Meeting Participant Form 
• Project Regulatory Building Codes 
• Controlled Materials Form 
• Material Inspection and Receiving Report 
• Test Equipment Calibration Plan and Log 
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• Subcontractor and Supplier Certifications and Licenses 
• Subcontractor Quality Control Policy Requirements 
• Project Startup Meeting Form 
• Work Task Design Quality Control Plan 
• Work Task Quality Control Planning Meeting Form 
• Daily Production Report 
• Monthly Quality Control Report 

 
• Inspection and Test Report 
• Nonconformance Report Control Log 
• Corrective Action Report 
• Training Record 
• Jobsite Quality Review Planning and Log Sheet 
• Quality System Audit Form 
• System Document Control Form 
• Project Records Control Form 
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[CompanyName][CompanySuffix] 
Nonconformance Report  

Version December 12, 2012 

Nonconformance Report 
Control ID Project ID Project Name 

 [ProjectNumber] [ProjectName] 

Preparer Signature/ Submit Date Design QA/QC Manager Signature / Disposition Date 

  
Description of the requirement or 
specification  

Description of the nonconformance, 
location, affected area, and marking 

 
 
 

Disposition 

 

Replace   Repair   Rework   Use As-is 

 

Approval of disposition required by customer representative? Yes  No  
 
 Customer approval signature /date: ___________________________________ 

Corrective Actions  
Corrective actions completed Name/Date:_________________________ 

Customer acceptance of corrective actions required? Yes  No  
 
Name/Date:_________________________ 

 Preventive Actions 
 

Preventive actions completed Name/Date:_________________________ 
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