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INTRODUCTION

IN ORDER TO PRACTICE AN I0W,

YOU ARE EXPECTED TO KNOW WHAT IS THE BASIC SCOPE
OF WORK EXPECTED OF YOU.

THE SCOPE OF WORKS COVERS 3 STAGES:
» PRE CONSTRUCTION ( UPON EMPLOYED)

» CONSTRUCTION
» POST CONSTRUCTION ( UP TO YOUR EMPLOYMENT)

UNDERSTAND THE PROJECT TEAM STRUCTURE

EMPLOYER Koy ;B
Link
----- i?esponsibility
PROFESSIONAL
TEAM - DESIGN AND
CONTRACT ADMINISTRATION
1. Architect
2. Engineers - C&S, M&E MAIN C?:Z;RACTOR
3. Quantity Surveyor
4. Other Specialist |
DOMESTIC SUB- NOMINATED SUB-
CONTRACTOR (DSC) CONTRACTOR (NSC)
SUB-SUB SUB-SUB

CONTRACTORS SUPPLIERS CONTRACTORS SUPPLIERS




DERSTAND YOUR EMPLOYER BUSINESS PROCESS AND WHERE YOU FIT IN

C.DESIGN

B. SCHEMATIC
DEVELOPMENT

A. INCEPTION DESIGN

E.CONTRACT
IMPLEMENTATION &
T

F.FINAL

D.CONTRACT
COMPLETION
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I START ] = reoeson ] = cemoroeson ] el TENoER ] [ cowmucron ] p=p[ Fostconstruction F—
l l l CCOMMENCEMENT
N B1-PROJECT D1-PREPERATION E1- PROJECT
CCOMMUNICATION TENDER DOCUMENTS PLANNING & SITE ccc
MOBILIZATION
- CONFIRVATION OF PREPRATION FOR
B2.GATHERING
Al MATERIAL AUTHORITY
INSPECTION
CLENTS D2-REGISTRATION
APPROVAL POTENTIAL
CONTRAGTOR _NSC& CONTRACT
PREPERATION OF e ADMINISTRATION
DESIGN BRIEF E3SITE SUPERVISION
Kiciva & SITE INSTRUCTION
DECISSION
B3 PRELIMINARY D2 TENDER Ed- SITE INSPECTION
SKETCH PROPOSAL EROCEDURE 'AND TEST CONTROL.
[E5- ARCH EVENT.
DATENDER CERTIFICATE ISSUANGE OF CCC
B4-SCHEMATIC INVITATION
E6- ARCH PAYMENT
CERTIFICATE
DS-TENDER
[EI- DETERMINATION
—— ‘OF CONTRACTOR e
DRAWIN
PREPERATION &
SUBMISSION OF
ASBUILT

[E3- DEFECT LIABILITY.

B5-PLANNING
SUBMISSION &
APPROVAL

Ad- STANDARD
COMMUNICATION

ISSUANCE OF CMGD

ISSUANCE

RECTIFICATION AND
CORRECTION

ISSUANCE OF FINAL
CERTIFICATE

IOW SCOPE
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BASIC SCOPE OF DUTIES OF A IOW

Site Inspection and Testing
_Inspect works for compliance to contract

Check compliance with legal , bye laws &
standards

Ensuring work compliance to method statement
and shop drawings

I spection of material and equipment on site
u-Review Water, Noise, Pollution report
Tl inspection of schedule waste facility on site
m-Recording for non-compliance
mlnstruction for non-compliance
m-ProposaI for solutions to non-compliance
E-Sign off Inspection and Test records

ign off NCR

[Scope of Mandatory Experience For IOW

A. PRE CONSTRUCTION
Inspecting of contractor preliminaries

requirements
Liaising with contractor for submissions of work
program, insurance and performance bond

B.CONSTRUCTION

Reporting, Preparing & Maintaining Records
Preparation of Monthly reports
Preparation/ Maintain Site Dairy

Filing, Maintain and inspect records at site
m-HighIight any discrepancies in documents
Study Drawings and Specification and highlight
discrepancies if any

hecking compliance to PQP, EMP & SHMP on site

Building Material

Coordination of Consultant/ contractor on site uAss'St'_"g consultant for the Approval of Bdg
_Coordination other Consultant dwgs M?terlals. 5 .

m-Coordination other Consultant works m-Reject uiltsn ikl
In the absence of Safety officer, approving for -

Mpermit O Contractor payment and Management of

Coordination of Request for information Variation Order
Measurement for changes VO

m-Record for change approval VO

Progress of work & progress report
_Checking compliance with Work Program
m-Checking of progress report before meeting
m-Reporting to SO for any delays and issues on site

Completion and handover
_Record for completion of work
E-Record for completion approval
POST CONSTRUCTION
Inspection for closure of defect rectifiction
E-Assisting consultant for Final Account preparation

BASIC SCOPE OF DUTIES OF A IOW

PRE CONSTRUCTION CONSTRUCTION POST CONSTRUCTION
¢ Inspecting of A. Reporting, Preparing & « Inspection for closure
contractor Maintaining Records of defect rectification
preliminaries B. Coordination of Consultant/
requirements contractor on site  Assisting consultant for
C. Progress of work & progress Final Account
e Liaising with report preparation
contractor for D. Site Inspection and Testing
submissions of work E. Building Material
program, insurance F. Contractor payment and
and performance Management of Variation
bond Order

G. Completion and handover



PRE CONSTRUCTION

BASIC SCOPE OF DUTIES OF A IOW

PRE CONSTRUCTION
® O O
(O (O
* Inspecting of
contractor

preliminaries
requirements

* Liaising with
contractor for
submissions of
work program,
insurance and
performance
bond



INSPECTING OF CONTRACTOR PRELIMINARIES REQUIREMENTS

Upon being Employed, the IOW role is the eyes and ears
of your employer ie the Architect/ Engineer.

» Architect / engineer provides Periodic supervision
» RA/RE/IOW/COW provides standing supervision

Therefore, you are to assist your employer for the initial

pre construction requirements such as inspecting for the
related preliminaries requirements in contract.

INSPECTING OF CONTRACTOR PRELIMINARIES REQUIREMENTS

Preliminaries Requirement examples:

» Site Facilities and equipment's as per contract such as
site office and equipment's, material storage, toilets

» Other site facilities such as workers quarters, schedule
waste space, wash through etc.

» Approval for PQP, SHMP & EMP manuals, Progress
report formats and etc



LIAISING WITH CONTRACTOR FOR SUBMISSIONS OF WORK PROGRAM,
INSURANCE AND PERFORMANCE BOND

There are few pre requisite item that the contractor will have to
submit such as:

1. Work Program
2. Insurance Copy
3. Performance Bond Copy

* |OW is expected to liaise with contractor to ensure that their
employer obtain this documents before the start of the
construction.

* Other Documents should be ready at site such as propose
format for Progress report, PQP, SHMP and EMP report format,
Method statement, Approval Forms and other related forms.

CONSTRUCTION




BASIC SCOPE OF DUTIES OF A IOW

CONSTRUCTION
O @ O

A.Reporting, Preparing &
Maintaining Records

B.Coordination of
Consultant/ contractor on
site

C.Progress of work &
progress report

D.Site Inspection and Testing

E. Building Material

F. Contractor payment and
Management of Variation
Order

G.Completion and handover

REPORTING, PREPARING & MAINTAINING RECORDS

(i) Reporting, Preparing & Maintaining Records

Preparation of Monthly reports

Preparation/ Maintain Site Dairy

Filing, Maintain and inspect records at site
Highlight any discrepancies in documents

Study Drawings and Specification and highlight
discrepancies if any

Checking compliance to PQP, EMP & SHMP on site

VVYVYVYY
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COORDINATION OF CONSULTANT/ CONTRACTOR ON SITE

(ii) Coordination of Consultant/contractor on site

» Coordination other Consultant dwgs — Architect &
Engineers( C,S,M,E)

» Coordination other Consultant works ( Ensuring that
the works are coordinated )

» In the absence of Safety officer, approving for permit
to work ( PTW- Night, height, Confine Space)

» Coordination of Request for information.

PROGRESS OF WORK & PROGRESS REPORT

(iii) Progress of work & progress report

» Checking compliance with Work Program
» Checking of progress report before meeting
» Reporting to SO for any delays and issues on site



SITE INSPECTION AND TESTING

(iv) Site Inspection and Testing

Inspect works for compliance to contract

Check compliance with legal, bye laws & standards
Ensuring work compliance to method statement and
shop drawings

Inspection of material and equipment on site
Review Water, Noise, Pollution report

Inspection of schedule waste facility on site
Recording for non-compliance

Instruction for non-compliance

Proposal for solutions to non-compliance

Sign off Inspection and Test records

Sign off NCR

YV V

VVVVVVYY

BUILDING MATERIAL

(v) Building Material

» Assisting consultant for the Approval of Building
Materials

» Accept building materials delivery at site for specs
compliance

10



CONTRACTOR PAYMENT AND MANAGEMENT OF VARIATION ORDER

(vi) Contractor payment and Management of Variation
Order

» Measurement for changes VO
» Record for change approval VO

COMPLETION AND HANDOVER

(vii) Completion and handover

» Record for completion of work
» Record for completion approval

11
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POST CONSTRUCTION

BASIC SCOPE OF DUTIES OF A IOW

POST CONSTRUCTION
M)
O O @
*Inspection
for closure

of defect
rectification

* Assisting
consultant
for Final
Account
preparation
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INSPECTION FOR CLOSURE OF DEFECT RECTIFICATION

Among the duties of IOW during this stage are:

Collating defects list from Owner/Enduser

Ensuring Contractor receive the defect list
Monitoring Contractor rectifies the defects
Informing Contract Administrator for any short falls.
Informing the Contract Administrator that the
defects has been completed.

Joint inspection with the contract Administrator to
close the defects.

ASSISTING CONSULTANT FOR FINAL ACCOUNT PREPARATION

Among the duties of IOW during this stage are:

Attending for joint inspection with Consultants and
Quantity Surveyor if any

Verifying works done through site records for the
preparation of final Accounts.

Assisting Consultant to resolve issues relating to
works performed by contactor in respect of quantity
and specifications.

13
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CONCLUSION

BASIC SCOPE OF DUTIES OF A IOW

PRE CONSTRUCTION CONSTRUCTION POST CONSTRUCTION
¢ Inspecting of A. Reporting, Preparing & « Inspection for closure
contractor Maintaining Records of defect rectification
preliminaries B. Coordination of Consultant/
requirements contractor on site  Assisting consultant for
C. Progress of work & progress Final Account
e Liaising with report preparation
contractor for D. Site Inspection and Testing
submissions of work E. Building Material
program, insurance F. Contractor payment and
and performance Management of Variation
bond Order

G. Completion and handover
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IOW RESPONSIBILTY
DURING PRE
ORGANIZE: SUPPORTED :

CONSTRUCTION

INTRODUCTION

Upon being Employed, the IOW role is
the eyes and ears of your employer ie
the Architect/ Engineer.

» Architect / engineer provides
Periodic supervision

» RA/RE/IOW/COW provides standing
supervision

Therefore, you are to assist your
employer for the initial pre construction
requirements such as inspecting for the

related preliminaries requirements in
contract.

15



PRE CONSTRUCTION

BASIC SCOPE OF DUTIES OF A IOW

PRE CONSTRUCTION CONSTRUCTION POST CONSTRUCTION

* Inspecting of
contractor
preliminaries
requirements

* Liaising with
contractor for
submissions of
work program,
insurance and
performance
bond

2020
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INSPECTING OF CONTRACTOR PRELIMINARIES REQUIREMENTS

Preliminaries Requirement examples:

» Site Facilities and equipment's as per contract such as
site office and equipment's, material storage, toilets

» Other site facilities such as workers quarters, schedule
waste space, wash through etc.

» Approval for PQP, SHMP & EMP manuals, Progress
report formats and etc

LIAISING WITH CONTRACTOR FOR SUBMISSIONS OF WORK PROGRAM,
INSURANCE AND PERFORMANCE BOND

There are few pre requisite item that the contractor will have to
submit such as:

1. Work Program
2. Insurance Copy
3. Performance Bond Copy

* |OW is expected to liaise with contractor to ensure that their
employer obtain this documents before the start of the
construction.

* Other Documents should be ready at site such as propose
format for Progress report, PQP, SHMP and EMP report format,
Method statement, Approval Forms and other related forms.



It is important to

know what is your
role during the pre
construction stage

o

(U T

o~
o
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PRE CONSTRUCTION STAGE

ARC/GA

ARC/GA
ow

CONTRACTOR

ARC/GA

ARC / GA/IOW

Award Meeting

- Establish project requirement
- Confirm site posession date

- Briefing on contract document / information & letter of award

i

~ Briefing on project requiremen

Site Posession Meetin
SAcceptance & Teview of site condition
it

- Contractor to submit
+ Work program

« Project Quality Plan (PQP)
+ Environment Management
Plan (EMP)

+ Occupational Safety & Health
Management Plan (OSHMP)

Site Establishment
Plan by Contractor

No

Contractor to
resubmit

Site Setting Out

- Submission of Survey Plan to Architect

Yes ; ; No

Existing condition and levels
acceptable and sufficient to
proceed or may differ from
drawings but are sufficient to
proceed with stipulated

Existing conditions
differ greatly from

drawings and as such
are unable to proceed

condition.

¥

Site Mobilization
- Proceed to conduct site
setting out

AWARD MEETING

Refer to SO for next course of
action and document on
record by way of letter,
repercussions to contract

2020
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AWARD MEETING AGENDA

The Award meeting is an important meeting that takes
place after the client has decided on the contractor that
has won the bid.

* The meeting will usually be chaired by client or by his
Contract Administrator at his office.

* At the meeting, the Chair person will introduce the
parties and congratulate the contractor for winning
the bid.

* The letter of award shall be officially forwarded to the
contractor containing important information of the
agreement between the client and contractor.

SAMPLE OF LETTER OF AWARD

1. Address of letter to the Contractor
Date:

[ABC Construction Co. Ltd.]
[Address]

Dear Sirs,

2. Title of Letter

Re : [TITLE OF CONTRACT] —LETTER OF AWARD

We thank you for your Tender submitted on [Date] and the subsequent
discussions in connection with the above contract.

| have been duly authorized by the [Name of the Owners’ Corporation]
(hereafter referred to

as the Employer), to award to you the contract for the captioned works.

3. Work Details

4. Contract Sum

5. Commencement and Completion Dates

6. Contract Documents

7. Contract Conditions

8.1 Contractor’s obligations

8.2 Payment

8.3 Injury, damage and insurance

9. Ethical Commitment Clauses

10. Signature of Letter by Authorize Person

11. Acknowledgement of Acceptance by the Contractor
12. CC to the relevant departments and consultants

2020
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SITE ESTABLISHMENT

THING TO CONSIDER DURING SITE POSSESION MEETING

NO [ ITEM [ CHECK
INTRODUCTION TO PROJECT TEAM
1 |Project Team Personnel = Employer
= Consultants
= Contractor
= Residents Engineer
= Clerk Of Work
= Other Project Personnel
ICONTRACT INFORMATION
2 |Project Title:
3 |Acceptance letter [To be provided by main contractor to client
4 |Contract Sum RM
5 |Contract duration WEEKS/  YEARS
Completion Date
6 _|Super intending officer
Representative arkitek
Representative C&S
Representative M&E
Representative QS
Project Manager
Others
7 |Performance Bond RM (5% from contract sum)
8 |Advance Payment RM
9 |Retention Sum RM (5% from contract sum)
10 [Liquidated Ascertained Damage RM / Day
(LAD)
11 |Defect liability period Month
12 |Contractor All risk insurance not less then RM
orkmen Insurance not less then RM

20



SITE POSSESION

ISITE POSSESION
13 [Site possesion date 2 weeks from this date
14 [Site access
15 [Site Meeting Once a month / once every fortnight/ every week
Location Site Cabin, or Others
Requirment IAir-con/Fan/chair, table ,fax machine, camera
16 |Costruction drawing = 2 sets of construction drawings and document for contractor

= 1 set of contract drawings and document on site
= 1 set of construction drawings and document for Site Staff

CONTRACT PRELIM REQUIREME

ICONTRACT PRELIM REQUIRMENT

17 [site personel

IContractor to provide project team and site organization chart

18

[Temporary Building layout

IContractor to provide temporary building layout to architect for approval
land bourn the cost of submission for authority approval.

[Temporary building shall consist of

Site cabin

Material storage

Site staff Office & Contractors site office

Mobile Toilet

Workers accommodation, canteen, toilets

Refuse area & Guard house

Wash Through & Silt trap

Etc as per contract specified.

-
©

Project signages

IContractor to prepare signage layout and approval from all consultant to
iconfirm address, logo, project title and all related approval no.

2

o

Setting Out

/Acceptance site boundary, level and existing structure (if any)

2

=

[Temporary Electric, Water, Phone

IContractor to obtain authority approval for separate water meter and
lelectric for their use.

2

N}

\Working hours at site

- Refer to contract.

- Contractor to obtain approval in writing from architect for any
loutside working hours activities.

2

w

[Site security

IContractor to provide security guard.

2

=

IControl of personel and vehicle entering/
leaving the site

All vehicle and personel to register in visitor site book

o

1 25 |

[Site Safety and Health

IContractor to provide safety and health person in charge.

IContractor to ensure cleanliness of site and conduct meeting at least once!
in fortnight.

IContractor to conform to OSHA guidelines

[Contractor to ensure all workers to obtain CIDB green card.

All safety and health policy to be displayed in site cabin

2

Y

Environment

Maintenance of site: site soil erosion, water ponding problems, drainage,
mosquitoes

ISubmit for Noise, Water, Air propose testing lab

N

ISubmit for license plumber and electrician

127 |

Submission of CV and registration no

2020
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DAILY RECORD AND CONSTRUCTION APPROVALS

DAILY RECORD AND CONSTRUCTION APPROVAL

28 |Monthly Progress report format

Standard to follow AbRAZ sample as attach
= Summary of work Progress
= Site Organization Chart
= Matters requiring attention of Consultants
= A.l/ E.l received
= Work Programme
= List of samples and Shop Drawings
= Weather Chart Report
= Summary of Daily Report : Labour Force
= Summary of Daily Report : Machinery
= Fortnightly Forecast
= Site Photographs

29 |Monthly Progress report

distribution

Monthly progress report to be printed for:

a.  Client 4 set Colour
b.  ABRAZ Arkitek 1 set Colour
c. Quantity surveyor 1set BW
d.  Civil and structure 1set BW
e Mechanical and Electrical 1 set BW

All Contractor’s Report to be checked and endorsed by
RE / COW

30 [Site diary and visitors book

- Site diary format to be printed carbon copy as
architects sample format and forward to consultant site
staff.

Site Diary shall be kept by consultant site staff at site for
record and shall not limited to

Site activity, Material acceptance, Man power, Weather

L Visitor

COMMUNICATION

COMMUNICATION
31 |Architect Instruction (Al / Contractor to obtain Al/EIl before proceeding with any new
Engineers Instruction (El) related cost implied works weathers its omission or

addition.

32 |Request for information All issues relating to technical query to be discuss
with appointed RA/RE/COW and related consultants and
query shall be forwarded through RFl and CC to all.

33 [Site Memo IContractor shall be inform by COW of any non conformance
from time to time

34 |Site NCR NCR shall be given when contractor does not comply with
stipulated work in contract

MATERIAL

MATERIAL APPROVAL AND SHOP DRAWING

35 [Sample material and material Contractor to prepare master list of material for consultant
approval lapproval.
36 |Material on site Contractor to keep all approve sample material at suitable
storage cabin.
/Any material on site is under the supervision of contractor,
land contractor is responsible for its safe keeping.
Any incident such as theft and defect of material shall be
solely be bourn by contractor.
37 |Shop drawing Contractor to provide shop drawing before construction
38 |As built drawing / Building . Submission of as-built drawing for verticality check (every
Vertically / Settlement floor for high rise)
. Submission of as-built ground beam drawings

2020
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SITE INSPECTION AND TESTING

SITE INSPECTION AND TESTING

39 [Request For Inspection Contractor to prepare inspection checklist to identify
involve consultant and site staff for Verification.

40 |Inspection Testing Plan Contractor prepare ITP for consultant and site staff
inspection

41 |Standards of checking IContractor to be familiar with CIDB CIS7 Requirment

42 |Issuance of CPC Shall only be issued when patent defects is de minimis

EXTENSION OF TIME & METHOD OF PAYMENTS

IVARIATIONS AND METHOD OF PAYMENT
43 |[Extension of time (EOT) All EOT shall be submitted to architect 1 month from

completion date. It is to the contractor to inform the
architect for any short comings.

44 \Variation Order omission or All VO shall be submitted and inform to relevant
addition consultant. VO shall be submitted by consultant to
client for approval before starting of work.
45 [Mode of Payment Once a month / By percentage , period of honoring
certificate
46 |Certificate = Date : Submission of Claim

= Date : Site Valuation and Interim Valuation
= Date : Issuance of Certificate of Payment

= Duration : Honouring Certificate / Monthly
basis

SITE POSSESION/ KICK OFF
MEETING

¢
}
1




KICK OFF MEETING

The kick off meeting is an important meeting that takes
place after the contractor has been appointed but before
work commences on site.

* Itis an opportunity to for the project team to meet
(perhaps for the first time) and to plan the
construction stage.

* The meeting should be minuted so that there is a
clear record of the procedures agreed and decisions
made.

* These minutes may form part of the contract
documents, subject to agreement by both parties.

KICK OFF MEETING

The Kick off is chaired by the contract administrator and
is an opportunity to:

Make introductions and issue contact details (perhaps a project directory).

Clarify roles, responsibilities and lines of communication.

Agree meeting schedules, meeting structures and attendees.

Hand over outstanding documents (such as insurance certificates and bonds) and issue

outstanding information (which may including any variations made since the contract was

awarded).

. Issue nomination instructions.

. Discuss the contractor's master programme, including incorporation of works outside of the
main contract, inspections, commissioning and testing.

. Discuss the role of the project team members (including site inspectors).

. Agree procedures for monitoring, issuing, receiving and reviewing information (including

the information release schedule if there is one, and its relationship with the contractor's

master programme). This may include a distribution matrix.

Agree site access procedures and issues.

Agree site induction procedures and other health and safety issues.

Agree procedures for dealing with queries.

Agree procedures for issuing instructions.

Hand over contractor's procurement schedule.

Mobilisation schedule and status.

2020
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PLANNING FOR OTHER MEETING

Item Type of Meeting Parties involved Frequency

1.0 |Site Meeting Client Fortnightly
Architect

Consultants

Resident Engineer / C.O.W
Main Contractor
Sub-contractor (if requested)

2.0 |Sub-contractor meeting Project Manager Fortnightly
Site Head / Site Agent / Site Manager
Site Supervisors

Sub contractors person in charge

3.0 |Safety Meeting Safety & Security Officer (if required) Maonthly
Project Manager

Site Head / Site Agent / Site Manager
Site Supervisors

Sub contractors person in charge

4.0 |Tools Box Safety & Security Officer (if required) Weekly
Site Head

Site Supervisors

Sub contractors person in charge

UNDERSTANDING
CONTRACTOR PROJECT
PLANNING




CONTRACTOR PROJECT PLANNING

Responsibility

Contractor MO/ ED
Executive Director (ED)

Project Manager(PM)

Activity / Process

Lo 3

cceived Leser of Award

[t e v & e T

¥

Siac Possession/ Kick OFF Mesting

PM 1o Prepare (Initial Stage)

1. Project Desails Bricfing

2. Prescatation of Org Chart

3. Regulatory Requirements
(local authority & DOE)

liew Request

mng
7. Plant & Machinery Planning
£ Method of Reporting

tion
Aspect & Impact

[Requirement (Progressive Stage)

Permit Application (JKKP)

. Prepare Master Week Program
Prepare POP

Prepare Preliminary Budget
. Prepare Cash Flow budget
‘Submit Product Catalo

. Plast & Machinery Requisition
. Materisls Requisition

Hamdover Stage
1. inspoctioay Joint Inspection
b Application of CPC

. Defect R

fication

P Site Clearing

No

. Re-inspection
. Project NCR Closing
6. Final Inspection (QESH)

Records / Doc

Letter of Award

Appointment Letter

Project Implementation

Project Planning ChecklistSite
Mobilization Checklist

Project/ Site Planning checklist
Preparation of PQP checklist
EMP & SH Plan

cPC

NCR's
Project Handover checklist

ESTABLISHING THE SITE
OFFICE AND IOW WORK
PLACE

2020
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THE SITE OFFICE

Site office used for;

* Place that houses the IOW/ COW/
Contractor Site Manager/
Supervisor/ Safety officer

* To store and save the document
that related to the construction
project.

* A place for site meeting and
technical meeting

* Material Storage

w- x,
oz
I
3
i
-

ESTABLISH YOUR SITE OFFICE FILING SYSTEM

FO — General Files

F1 - Correspondence

F2 — Architectural / Engineers instruction, Variation order
F3 — Minutes of meeting , Extension of time

F4 — Weekly Claim, Arch Certificate

F5A — Test Result

F5B — Cube Test

F5C — Trial Mix

F6 — Contractor Monthly Progress Claim / Arch Cert
F7 — Inspection Form

F8 —Site Diary

F9 — Defects List / Letter From Purchaser / Quality Assesment
F10 — Quality, environment, safety and health
F11A - CCC, CPC, CNC, CMGD

F12 — As Build Drawing

F13 — Shop Drawing

F14 — Request for information

F15 — Consultant info & document

F16 — Piling Record

F17 — Site Memo

F18 — Specialist / Sub Con. Files

F19 — Sales & Purchase Plans and furniture layout
F20 - Site Photo

F21 —TNC. Record

F22 - Defects




WHAT ARE THE NECESSARY TOOL THAT AN IOW NEED?

Pen and paper.

L

Computer with
proper work
station

GOOD PRACTICE: MANAGING THE WORKPLACE CLEANLINESS

v w|e Romarks. | NCR

2.0 {she Talet

3 o [Emergancy Respanss

Preparsdnsss.
ressure Gauge meler on green Indkaiar (ry pawder), cyiede]
apprapnate weight (carban diorice), NCzes clean and chear of drt
T
Locations of frst akd Kis ars belcd, viskis, acceastie and known o
6.0 |Fimt aig et
[First w0 box canients & reguiedy checked, complete and wiine eron]
ates
E provied for.
o7 Ficad prosecson
o) Foo prosecion
o |Parsenat Protsctive Vest
Equipment (PPE) mplo o6 & irained It $8 use, selecion and maniEnanse of PPE

fFrE T clean and iy condon
I:PE & propefy use duing supervElniEsting and commesining A|
siing,

[Siaff are provded wih nformation on haw 1o cpamize




GOOD PRACTICE: MANAGING VISITORS

Activity / Process
Visitor Record Form
Wo.| Das | Name VCWNo | Vehicla | Tima | Purposacf | Pass | Time | Signaturs
Issuance of visitor pass —t - LM Lo v Noo . out
Contractors o its representatives will issued the pass.
10 enter project site
People
=All persons to cany the pass with them at all
times and show whenever requested
+Persons { visitor without legitimate resson for
visiting the site will require 48 hours notice to
| process the issue of a pass
Vehicle
~Prominently displayed st sl times ‘ |
- vigiors will be sccompanied throughout their visit, aqu\ppsd with Visitor Registration Form Serial No & .o
the appropriate protective equipment and provided a safety Date
briefing designed to inform the visitor of the site emergem:y
hazards and y during their visit No. [Name WCNo [ Vahicie No [ Time in | Purpose of visit Pass No | Time Out
Emergency
~Security guard { contractor have 1o conduct Emergency Brisfing to
the visitors before entering the site
End of Visit
- To maka sure al visitors retumed Socurty Namo Staff Namo
Visitor Pass before leaving the site a:gﬂl'ﬂ'

Visitor's Signature Staff's Signature

GOOD PRACTICE: BRIEFING OF THE VISITOR

Emergency Briefing

1. Notify the visitor of any restricted area within the site

2. Briefing on the risk & danger involved with the area of visit & works
been carried out and the safety procedures to adhere to, including :

a) Not to perform any physical work activities at the area
b) Not to lean against any part of barricade

c) To follow the provided pathway and not to stray without
permission of escorting site personnel

d) Not allowing the visitors to touch, handle or operate any tolls or
equipment at site without permission

3. Provide and enforce the usage of PPE to visitors
4. Conduct briefing on Emergency Response Procedures at site
5. Notify the visitors on No Smoking area

6. Make sure visitors are escorted at all times



1.

EXAMPLE: ARCHITECTS FORMS IN USE

FAMILIARIZING WITH
ARCHITECTS FORMS

PRE CONSTRUCTION CONSTRUCTION POST CONSTRUCTION
Request for 1. Site Diary 1. Defect
Information 2. Request for Rectification
Material Information form
Approval form 3. Site Memo 2. DLP Memo

4. Request for
Inspection

5. Non conformance
report

6. CPC checklist

7. CCC Checklist
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DOCUMENTING ON SITE : SITE DIARY

* Site diary is used to
SITE DIARY .
T o save day-to-day site
- activities.
~ R A . .

- - * Site diary can be used
AEAHEEEROEE AR ) as a contemporaneous
L R RERHEE i .
5 A A reCOdefeventsandIS

e a written description
— S of what happened at
the time.
|

TIP FOR DOCUMENTING SITE DIARY

1. ALWAYS KEEP THE SITE @
DIARY NEARBY | Construction cimmencswork |
2. MAKE REGULAR COW to record all activities at site

1- Weather
2- Number of workers
3- Material Delivery

E NTRI ES & Plar;sz\;:\ggat site

6- COW attandance
7- COW Notes and visitors

3- PARTICIPATE' OBSERVE’ 8 - COW & contractors endorsement

SUMMARIZE AND ,

CONTEMPLATE <>

4. REVIEW REGULARLY

Yes




REQUEST FOR INFORMATION (RFI)

oare —
RARLE NO —

RS —
o

oECT

L N —

SPECIAL INSTRUCTIN:

U I [

oood

RECUEST/INTRUCTED BY TRIBUTCR F—
. ARCHTECT
= cuBnT
& consLLTANT
o eonTRAsTOR
ACKHOWLEDGE BY CLENT, MR
mowaTURE

MATERIAL APPROVAL LIST
meor et Ot
oot e
contaucrons oare | oano | wows
ITEM | B SPECIFICATION PROPOSAL SUBMITTED | APPROVED | SIGNATURE |

HANDLING QUERY WITH REQUEST FOR INFORMATION (RFI)

A request for information (RFI) is a
formal process used during the Work
to obtain an interpretation of the
Contract Documents or to obtain
additional information.

=

to discuss with 10W
lagar\ilng un :laarwmamn

Conlractor to pregare request for Information (RFT)
pertaining :

- Clarfication of Discrepency betwsen consukant
drawings.

itinal and Clarifcaion of deiaHa.angs
- Clarfy deta in respect to
uan" product material nmanlng pob e

Consultant to
Contractor o Fax RF o relating by}

Approval From Priciples
VO Approval from client

APPROVALS: MATERIAL APPROVAL FORM

Material Approval list and form
must be use by contractor before
proceeding to finalize the
material for construction.

'SAMPLE MATERIAL FORM
fomra e Do
e Bt
sreser
contracion wEho
"l Dwctpon of s




: MATERIAL APPROVAL PROCEDURE

ibility Activity / Process Records / Doc

Contractsr | Contracior to prepare Material Approval list I.._ Material Approval List

Contraclor

Submit o Architect
for Appr

Submit Sample Material, Catslong, Technical Data Material Approval farm
and Material approval form

No
APPROVAL BY

ARCHITECT ARCHITECT
Contractor | Receive copy of no abjection for material 1o use |
Distribute copy to COW for product dearence at
Contractor | Y e P |

QUALITY CONTROL : INSPECTION TESTING PLAN SAMPLE

INSPECTION TEST PLAN (ITP)

TYPE OF WORK APPROVAL NSPECTION STAGE PECTION REGUIRED
1 |Site boundary cow ing work c stones
7 _|Sefingout Architect Befors excavation i grigine, dimensin
3 [Excavation of foofing cow lean conerete Depth and size of footing
Fiing cow Alter piling Cheok for dynamic.pile test Fa—— -
Rainforce and formwork © A3 per detall of enginears checklist tensis equest inspect wark dane
5 cow Before concreting ngn {subomlt RF) form)
& | Aniitemnite reaiment Cow After pie cap Tocheckon
7 |Concreting o RC structura cow During concreting Warkabilty and test cubes, load test
1. nnfemnn plan Requires
8 [Brickworki Frame wark cow Sample Brick 10 bricks per 1000 2.Test Plan Eomaciie:
rame ample Erio = per 1000 peices A A, .
During laying Type of bonding, testing of materiad =20
9 |Roof trusses. cow Before roof covering Checkto size, verically, bracing and fixing
10 [Water proofing works cow After installaion Check on material and method of instalatior
— No
11 [Becical wiring and After installaion Check on material and method of instalatior
T2 [Plumbing works Cow “Afer commencement Pressure sl
. Check alignment, verticalty and area
13 [Plastering works cow Before plastering eocerage Yes
14 |Finishing works- flooring, cow After installaion Base on CIDE CIS 7 requirement Comment and report
wal, eiling
15 [Door and Window cow After installaion Base on CIDB CIS 7 raquirsment Jv
Approve by relevant consultant
| Sanitary fitting, Sanitary When nacosssary
16 - cow After installaion Check model, iype and defects {on every new trade and approve
wares and iron mongeries
subseguent by IOW)
17_[Sewags works CoW ‘After complstion water teat
Check apron, inspaciion
18 [Extemal drains cow After complstion .
Gheck on road surface, weter ponding, ker.
19 |Road works cow After completion road sign. lighting Job allowed to proceed
20 _|Footh paih and turfing COW. After completion inspection as per drawing
21_[Fencing cow After completion Check vertcality and finishing
Note: Al record to be kept at site at all times on mmmﬁ:m?’wm
Prapared by, Reviewed by,

Name
Tite

T Wwith next trade of work untl
o roseed Wil et e un




REQUEST FOR INSPECTION FORM

Efacthe Date
ZaTE

FROM ' To coupanr

PERSON INCHARGE FERSCN M CHARGE

Dmcrition of Vo Bocleml | Lokl
ncty wapec e 50 proceed wilh
1 1ha 3w eI
ConTRACTOR
{Sign & Hame)
(Chackod oy Clrk of Wk ard Comemas:
[ Ve Wesk Do by
Commactze ot woas
e e
APPROVAL
You may procesc win 11 e s ok
SEHATURE —
SESIGNATION —
oare JR—
ENDORSEMENT
o e bt o knolecigs . seccacings htha gt
fr— o

[ArRm——
"

‘ SITE MEMO

DESCAIPTION

Yaurs taimuly,

INSPECTION FORM : REQUEST FOR INSPECTION FORM

* Request for Inspection form is a
formal process used by Contractor
after completion of work to be
inspected for verification by
Architect/ Engineers
representative.

* This is important as it marks that
the work is completed and check
by either RA, RE, IOW or COW to
be included for payment.

* Should they find any non

compliance, the site representative
will issue @ memo or NCR for the
contractor to rectify such work.

IOW SITE DIRECTION: SITE MEMO

Site memo are tools of
communication that can be use by the
site representative to communicate a
direction or instruction.

It acts as a notice and can be given in
a form of hardcopy or soft copy.

10W igentify nen eonformity in -

Product Dellvery

- Man compliance to contract s
- No approval to shop drawings and material,
- Non compliance to method statement

Environment, Safety and Health requirments
condition

- incidents at workplace resulling in near miss, injury & il heatih
- Sitz house Keaping and clealiness

- Environmental impact condition

- Securi

ity
- O8HA and EQA requirments

Contractor's
comctive action
‘within 14 days

No

10W o reflr 10 SO for NCR
recomendation
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ISSUE HIGHLIGHITNG : NON CONFORMANCE REPORT

* A non-conformance

wmmmmmmm report documents the details
o wio of a non-
T conformance identified in a
- = — = quality audit or other process
review.
S Tame | edgnasi e
* The objective of the report is
to make an unambiguous,
S | T | o defensible, clear and concise
S definition of the problem so
that corrective action can and
ot | e oue will be initiated by
- management.

ISSUE LOG: NON CONFORMANCE REPORT REGISTER

work

NCR REGISTER

Followup | Achion
Sile memo issued 1o conlractor for
= =TT - =

Contracior fail bo acl within 14 days
for cornective aciion

10W o fill in and refer to SO for
NCR recomendalion

invesligate Non compliance
condition at site

lasue Non eonformance report

within 7 days

No

lesue architects ingtruction

‘ ‘ | ‘ ‘ Failure for contractor 1o act within 14
days shall resull in bdge of contract and y
S0 shall act sccordingly to contract Tpdte ron

i repart register




REQUEST FOR METHOD STATEMENT FROM CONTRA

It is also advisable to request from the
contractor the method statement for the
specific work in order to ensure the works
and specification is safe and complies to the
contract.

These submitted method statement helps
manage the work and ensures that the
necessary precautions have been
communicated to those involved.

Example of works:

e Setting Out * Brickwork, Door Frame, & Window
* Piling Works Frame

* Excavation Works * Plastering Works

* Backfilling and Compaction * Tiling Works

* Anti-Termite Treatment * Painting Works

* Reinforcement Concrete Work * Mechanical & Electrical Works

* Roof Trusses *  Plumbing Work

* Drainage Works

REQUEST FOR METHOD STATEMENT FROM CONTRACTOR

Responsibility

1Y, Construction Method Statement plan e
2 Reinforced Concrete wark

oW

frtethod statement guideline
1. Setiing out
b2 Piling works

s Excavation words

4 Backilling and compaction
fs_Ansitermite ireament

b Reinforce concrete work

b7 Roof russes

5 Brickwark door frame & window frame
ko Plasicring work

10, Tiling work:

11 Painting work

12 Mechanical & electrical worlk:

13 Prumbing woek

14 Drninage woek

[1

JRleues Contractor (o supply method sttement Construction Method Statement
hiceocding to contract requimment and
Consultant bcificaticn.

Brick works

NO Clean the ground Then take the block
Consultant work and fill of mortar

YES

Recerve copy method statement and contractor
Consuliant et e | The Plaster works

‘The wall is sprayed with water and then |
work.

COW 10 Supervise site warks in accondance %o
method statement

oW

[ Proceed with woek |




COMPLETION: CERTIFICATE PRACTICAL COMPLETION CHECKLIST

TOWFLE RITET
FROUECT HAvE :
\
Receive CPC inspection notice from contractor
MAIN CONTRACTOR - Confiirm the date of inspection and update inspection summary
schedule
[erooaTE: [FAND OVER OATE - J
"COUMENCE BATE COUFLETIONORTE |
[DURATION OF DLP —'— l Review [ Verification ‘
o [r— e pp— p— +
YEE 7] | Confirm Date & Time ‘
B TOATTACH o o '
Rl B W sommon | 0 o
3 Defect List Report
e TO ATTACH o o - Carry out inspection as per CPC eriteria A
Toarrackust | O o - Identify
AND FROGRAM TO l outsianding &
2 COMRLETED
e || ptent deteer
c - Y ks and record
T T GOWPLETE - works ar
TSTANDING Wk TOATTACH o o Completionby (45T Defect? in defeet list
B et o oereers p— o o Principle report.
7 TO CONFIRM Pa) o ne ——
0 TERT GOUPLETES & TEET = o
[RESLILT SUERTTED, SIGHED B P.E & Approval from architect
[umissen ot cow b aumomTES wieRe | | TO ConFE | - Agproval from architeet after satisfied the works |
¥
T [eoe TED o O Issuance of CPC
el TEG [F FES0RED) [E—— o o - Issues the certificate to the contractor
~release of 1 moety if applicable
T R WAL SENITIED
rocowEm | O o ¥
= AasiEE — Moty Client
T o o o - Infaem Client officially |
T [ PR S pp— = o
- o [ Handing Over |
¥
Update file record
Propared By tavirod by. ~ Ensure 1o get a eapy of CPC and update record
¥
T BRCAITECT WERRRGET °

CERTIFICATE COMPLETION AND COMPLIANCE CHECKLIST

i — Having a CCC

== checklist is useful for
PSP to delegate
documentation
collation to its site
representative.

2
ey ngumes | cours

EEEEEEEEEEEEEEEEEEEEE-E

Eggii‘liiiiigii‘iiiiiiiﬂ

FEFM 31 Sagn Corficaton: Loncecce| LANDECARE

3

I
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UNDERSTANDING
CONTRACTOR WORK

SEQUENCE

UNDERSTANDING THE WORK PROGRAM SEQUENCING

It is very important to get a copy of the contractor work
program and understand the sequencing of its work.

D |TaskNare

=
) P

Mz 2 [int Win

10|
s
1ads
figs
Sepented Beam Ais
Rl Suowean Ry DS
GroudFie Sey 1odws

Bk el 15|
s anfndon s s
Frishes il
s
15 v

An experience IOW will know wether the work program
is workable or back loaded to cause delay.
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“ ) KEEP TRACK ON CONTRACTOR
\ SUBMITTALS

CONTRACTOR SUBMITTAL REQUIRED DOCUMENTS

* copies of contracts/ Sub contract

* Work Program

« certificates of insurance

* shop drawings and support calculations
* catalog

* material or equipment samples

* Payment Vouchers

* Work/ Man power Schedule(s)

* material test reports & certifications

* environmental test reports
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MAKING SURE PROGRESS
REPORT FORMAT IN ORDER

PROGRESS REPORT FORMATTING

Construction progress reports are
prepared regularly (often
monthly) by the contractor during
the construction phase and issued
to the Contract Administrator
/client.

They will generally be a summary
of the reports received and
discussions held at construction
progress meetings with key issues
highlighted in an accompanying
cover note.

CONTENT FOR PROGRESS REPORT

CONTRACT INFORMATION

SITE LAYOUT
ORGANISATION CHART

PROJECT TELEPHONE HOTLINE

SUMMARY OF WORK PROGRESS

WEIGHTAGE PROGRESS REPORT

TWO WEEKS FORCAST PROGRAMME

MASTER WORK PROGRAM ENDORSED

PHYSICAL S-CURVE

FINANCIAL S-CURVE

MANPOWER ON SITE

EQUIPMENT ON SITE

WEATHER CHART

MATERIAL APPROVAL

ARCHITECT INSTRUCTION/ ENGINEERS INSTRUCTION

SUMMARY LIST OF VARIATION ORDER

SUMMARY LIST OF REQUEST FOR INFORMATION

SUMMARY OF SITE MEMO AND REPLY

SUMMARY OF CONCRETE CUBE TEST RESULT

SUMMARY OF MATERIAL TEST RESULT

ENVIRONMENTAL AND SAFETY CHECKLIST

STATUS OF CLAIMS

PROGRESS PHOTOGRAPH

40



D "V‘ FORTNIGHTLY OR MONTHLY
MEETING

IOW to Remind the Contractor :

*  Schedule site meetings eg every 2
weeks or every month at the Site
Office

e Chair by SO /CA/ Architect/ Engineer

e Attended by all Consultant & Site
Staff, Main
Contractor’s Representatives, NSC Rep

Purposes —_————————

*  Progress Monitoring \ i “»'J’k"*
* todiscuss all problems related to \'K‘ | ) Iﬂl' 4
[ ' ‘(:“ { ] il |

the project

. _— oo
* Discussed Project’s Progress =

*  Progress Report prepared by
Main Contractor

¢ Minutes of the meetings
prepare by the
consultant’s or site staff

41



SETTING OUT AND IOW SCOPE IN SETTING OUT

PAM Practice Notes

July 2008
Serial No.: 2-2008

© Permubban Akiick Malaysia

SITE SETTING OUT

It is important to get the setting out
correct. Wrong setting out may incur
problem to the site and building
position causing lost of money and
time.

A building is set out in order to
clearly define the outline of the
excavation and the centre line of the
walls, so that construction can be
carried out exactly according to the
plan.

Pertubuhan Arkitek Malaysia has
release a setting out practice notes
that can be use for Architects and its
representative.
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CONCLUSION

IN CONCLUSION,

THERE ARE MANY THINGS THAT AN IOW NEEDS TO
CONSIDER BEFORE THE CONSTRUCTION COMMENCE
ON SITE.

ALWAYS BE PREPARED BEFORE THE PROJECT STARTS.
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