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	E1. INSPECTION ASSIGNMENT FORM
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	PO No.
	     
	Rev No
	
	Assignment No.
	     
	Date

	Supplier
	     
	Commodity
	     

	Inspection Coordinator (PISC)
	     
	Contact / Phone/ E-mail;
	     

	Requisition Engineer
	     
	Contact / Phone/ E-mail;
	     

	Inspection Agency:
	     
	Contact / Phone/ E-mail;
	     

	Assigned Inspector:
	     
	Inspectors Mobile Phone #:
	     

	Inspectors Location
	     
	Inspectors E-mail 
	     

	This inspection assignment is part of a Major Package Plan and requires the Package Manager approval on NCRs and Releases
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Inspector’s Acknowledgement

I have read and understand the requirements of this instruction and the referenced documents.
	Acknowledgement Date:
	     

	
	

	
	Inspectors Signature

	SECTION 1: safety alert

	Inspectors working on behalf of Training and Inspection Services (TIS), regardless of applicable regulatory requirements or the terms and conditions of contract with your Agency or employer, have personal responsibility for your individual safety.  Follow the Health and Safety rules of the establishment you are visiting.  Do not put yourself at risk by following or participating in an unsafe practice.  If you determine a condition to be unsafe, notify your contact at the facility.  If you do not get what you determine a satisfactory response to correct the condition leave the facility and notify the Inspection Coordinator of your action and the reasons.

	SECTION 2: ASSIGNMENT PREPARATION AND REVIEW

	Assignment Instructions Prepared By:
	     
	Date:
	     

	Assignment Reviewed and Approved By:
	     
	Date:
	     

	SECTION 3: ASSIGNMENT information

	Project Name:
	     
	Commodity:
	     

	Purchase Order No.:
	     
	Shop Order No.:
	     

	Supplier Name:
	     
	Sub-supplier Name:
	     

	Supplier Contact:
	     
	Sub-supplier Contact:
	     

	Supplier Phone No.:
	     
	Sub-supplier Phone No.:
	     

	Supplier E-mail:
	     
	Sub-supplier E-mail:
	     

	Supplier Address:
	     
	Sub-supplier Address:
	     

	
	
	
	

	
	
	
	

	
	
	
	

	Supplier Ref No.
	     
	Sub-Supplier Ref no.
	     

	Inspection Test Plan No.
	     
	Rev
	     
	Doc Status
	     

	SECTION 4: work location

	Prime Suppliers Address:
	     

	Sub-suppliers Address:
	     

	Suppliers Scheduled Fabrication Start Date:
	     

	Purchase Order Listed Completion Date:
	     

	SECTION 5: Minimum inspection level and contact frequency

	Inspection Level:
	     
	Contact Frequency:
	     

	SECTION 6: inspection level legend

	1 – Resident Inspection
	2 – Surveillance Inspection
	3 – Specific  Inspection
	4 – Final Inspection

	SECTION 7: frequency level legend

	A – Twice Weekly
	B – Once Weekly
	C – Once Every Two Weeks
	D – Monthly

	E – Each Lot and Load
	F – When Requested by Project
	G – Other (specify)       

	SECTION 8: reporting and procedure cross reference

	Forms to be completed for this assignment include:
	Daily
	Each
Visit
	Weekly
	As Required
	Final

	 FORMCHECKBOX 
  Inspection Report Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Non Conformance Report  (NCR)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Pre Inspection Meeting (PIM)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Inspection Release Certificate (IRC)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Outstanding Works List
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Close Out Evaluation 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  Other (specify)      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 
  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All Field Inspection Reports and Inspection Releases for shipment are to be submitted by electronic mail within 24 hours following a visit and within 24 hours of the last visit date of consecutive days worked in the current week. 

Non Conformance Reports (NCRs) are to be Submitted  Immediately to TIS
These Documents are to be sent to the following personnel.

	Name
	E-mail Address
	Name
	E-mail Address

	     
	     
	     
	     

	     
	     
	     
	     

	The Inspection Coordinator will complete distribution as per Distribution of Inspection Related Documents List TIS-0052

	Submit all hard copy documentation to:
	     
	     

	
	     
	     

	SECTION 9: specific contact assignment instructions

	1. The Assigned Inspector is required to contact the supplier by:
	 FORMCHECKBOX 
 Personal Visit

 FORMCHECKBOX 
 Phone Call
	 FORMCHECKBOX 
  Other (specify)       

	2. The Assigned Inspector is required to contact supplier within:
	 FORMCHECKBOX 
  24 hours

 FORMCHECKBOX 
  5 working days
	 FORMCHECKBOX 
 10 working days

 FORMCHECKBOX 
  Other (specify)       


	SECTION 10: general assignment instructions

	3. Inspection activities shall be performed per required review, witness and hold points shown in the project reviewed ITP (Document Minimum Status Code ‘’A1’’) as a minimum criteria. Additional inspection may be required as requested by the Project Quality Manager.

	4. If a pre-inspection meeting is not required, review all of the purchase order requirements, including inspection review, witness and hold points at the time of initial contact. Make certain that the supplier understands all requirements and takes no exception to the P.O. requirements.

	5. Prior to a pre-inspection meeting, review the suppliers performance file (if available) and be prepared to discuss past problems. Review any corrective actions and what actions were taken to avoid recurrence.

	6. Use the Pre-inspection Meeting form included in this inspection package as an agenda for the pre-inspection meeting. Fill in all of the spaces with either the applicable comment or show as not applicable by placing an N/A in the space with explanation as to why this is not applicable.

	7. All reports must contain man-hours charged for each visit and total man-hours charged to date for this assignment.

	8. All reports must contain the anticipated date for the next visit or contact.

	9. Each Report shall be written as a “stand alone” document with no reference to previous reports.

	10. Reports must detail actual inspection performed during each visit including status of the manufacturing record book..All categories on report forms are to be filled out; do not leave any blanks. If not applicable fill in with N/A

	11. In support of our expediting effort, all reports shall show a status summary.

	12. All reports are to be submitted on WorleyParsons forms, or electronically in the WorleyParsons format.  No exceptions will be allowed.

	13. Equipment, Materials and parts which do not comply with all requirements of the purchase order, approved drawings, procedures, data sheets and applicable codes and standards are defined as non-conforming materials and shall be rejected by the WorleyParsons Assigned Inspector.

	14. The Supplier shall be responsible for identification and control of non-conformities.

	15. A non-conformance report shall be issued by the Inspector when the following circumstances exist:

a. The Supplier refuses to take corrective actions

b. Corrective actions proposed by Supplier could jeopardize the integrity of the equipment

c. Corrective actions proposed by Supplier would require material substitution or dimensional changes

d. Corrective actions proposed by Supplier would require extensive repairs to be made to the equipment

	16. 

	SECTION 11: special assignment instructions

	17. Review data sheets and assure compliance to requirements shown on data sheets.

	18. Arrange to obtain copies of current drawings from the Project.

	19. Arrange to obtain current copies of change orders, deviations and other correspondence from the Project.

	20. Routinely check your document revisions against the suppliers document revisions.

	21. Exit call to the Project Inspection Coordinator required on each visit, if no answer message to be left. 

	22. Report numbering to be as follows:- PO No _ _ _ _ _ _ / Assignment No. _ _ _ / Sequential No 001, 002, 003 etc.

	23.      

	SECTION 12: inspection report forms

	24. All reporting shall be done on the attached report forms.
Inspection Report

Inspection Release Certificate (IRC)

Non Conformance Report (NCR)

Supplier Performance rating Record

Supplier Punch List 
Final Punch List

	

	SECTION 13: [image: image1.jpg]final inspection and close-out requirements

	25. A Final Inspection Release must be issued to the Buyer of Record and the Project Inspection Services Coordinator.  See the alert below.  When Project demands a supplier ship before the inspection release can be written the inspector is to document all outstanding issues on a Non Conformance Report (NCR).

	26. Prior to issuing a Final Inspection Release, confirm that all required supplier data has been received per Supplier Document Record (SDR) of the purchase order.  NO CONDITIONAL RELEASES ARE ALLOWED.

	-ALERT-

** Do not issue Inspection Release without proof that Supplier Data Book is complete**

(This does not include documentation packages or As-built Drawings if PO says issuance is to be made after shipment).

All Inspection Releases are Issued to the Inspection Coordinator, not to the Supplier.











	 Appendix 1 - TIS-PCD-QAC-GEN-001, Rev. 01
	Page 1 of 1

	
	



[image: image2.jpg]