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OBJECTIVE

To maintain the required delivery schedules of Contractor documentation, equipment and materials.

1 SCOPE

This procedure covers the monitoring and reporting requirements on the progress of all equipment/materials manufacturing and delivery by contractors including the expediting of all required technical documentation.

2 REFERENCES

2.1 Inputs
· Contract Documents

· Planning Schedule

2.2 Outputs
· As stated in Clause 1 above

· Written reports – Forms PPL30 - Expediting Report, PPL130 - Contract History Sheet and PPL126 - Release For Delivery

3 DEFINITIONS

3.1 Project Document Centre (PDC)
A facility which receives, registers, reports, circulates, copies, transmits and stores all project documents.

3.2 Contractor
Contractor who has entered into a Contract for the supply of equipment and/or materials

4 RESPONSIBILITIES

4.1 Expeditor
4.1.1 Maintain a complete history file on all non-measured Contracts/Purchase Orders placed for equipment or items of plant such that traceability can be maintained throughout project duration

Maintain a contract history sheet (Form PPL130) for each contract.

4.1.2 Expedite all technical documentation as required and specified in Contracts/Purchase Orders, relevant to project requirements.

4.1.3 Advise the ATD Quality Engineer when equipment/materials are ready for final inspection and to ensure that the Contractor timeously notifies the Quality Assurance Representative (QAR) and/or the Senior Discipline Engineer of Quality Control Plan (QCP) inspection points.

4.1.4 Liaise with Procurement, Scheduling and the Site Materials Controller (SMC) to determine priorities of equipment/materials deliveries which may affect the successful erection/installation and commissioning of the equipment/materials.

4.1.5 Report and evaluate progress and the effectiveness of remedial programmes

4.1.6 Ensure that all release documentation is correctly generated prior to equipment/materials dispatch to site.

4.2 ATD Quality Engineer
4.2.1 Convene a pre-inspection meeting at the office of the Contractor/Supplier (attended by the Expeditor) to determine methods of notification for inspection.

4.2.2 Approve Project Quality Control Plan(s) for all identified equipment/materials.  Ensure that the Expeditor receives a copy of all QCP’s.

4.3 ATD Contracts Administrator
4.3.1 Maintain equipment and materials status report which details all “required dates” for the execution of each Contract/Purchase Order.

5 IMPLEMENTATION

5.1.1 Once an enquiry has been adjudicated and a contract number allocated, the Expeditor shall compile a contract history file as detailed on Form PPS097 “Contract History File Index”.

These files will be kept by the Expeditor until the end of the Project, when the ATD Project Manager will confirm whether they shall be stored.

5.1.2 The Project Expeditor and the Quality Assurance Representative will utilize the drawings and specifications available from the contractor, after confirmation of revision status.

5.2 Expediting Activity Plan
5.2.1 At the outset of the Contract, the ATD Expeditor establishes the Contractor document submission dates in accordance with the approved Contractor Document Request Sheet (Form PTE3) (for approval and certified final documents), supplier material-order dates, fabrication.  The Engineering Document List (Form PTE92) gives detail of each document and the estimated delivery date.

Contractor Supplied Documentation
5.2.2 Controlled document expediting shall commence once the Engineering Document List has been approved.

5.2.3 Any document identified as critical and not returned to the Contractor from IDR in due time shall be reported by the Expeditor to the Senior Discipline Engineer.

5.2.4 Any Contractor document not received as scheduled shall be subject to the following actions:

· Expeditor ascertain from Contractor expected delivery date and inform the ATD Projects Scheduler.

· ATD Projects Scheduler determines what effect the late delivery will have on the Project.  If significant, advises the Senior Discipline Engineer and ATD Project Manager

· ATD Project Manager determines the appropriate actions to be taken in liaison with the Senior Discipline Engineer and ATD Contract Administrator.

· ATD Contracts Administrator implements appropriate action agreed.

5.3 Equipment and Materials
5.3.1 The Expeditor monitors Contractor performance against Contract dates by visiting Contractor premises supported by telephone calls, which are confirmed by the issue of an Expeditor Project Note (Form PCE242).

5.3.2 Any delay in scheduled delivery shall be subject to the following actions:

· Expeditor ascertains from Contractor expected delivery date and informs the ATD Projects Scheduler via the Expediting Report, Form PPL30.

· ATD Project Scheduler determines what effect the late delivery will have on the Project.  Notifies the Senior Discipline Engineer, ATD Contracts Administrator and ATD Project Manager.

· The ATD Project Manager, in liaison with the Senior Discipline Engineer and ATD Contracts Administrator, determines actions to be taken.

· ATD Contracts Administrator implements appropriate action agreed.

5.4 Contractor Visitation
Note : If the equipment/materials has a criticality rating of 1 or 2 the initial visit should be combined with the pre-inspection meeting.(see 5.2.1 above)

During the initial visit to the Contractor, the Expeditor shall establish:

· That the contractor has received and acknowledged the Letter of Contract Award or Contract Document.

· The ATD Contracts Administrator shall ensure that the Expeditor receives a copy of the signed Letter of Contract Award.

· The Contractor has all technical specifications/documents related to the Contract.

· The identity of the contact person who has received the Contract Conditions/Requirements

· That the contact person has been fully informed of the equipment/plant specifications

· That the production bar chart will be drawn up where applicable.

· That the Quality Control Plan, where applicable, has been drawn up and has been forwarded to the Project Document Centre for approvals.

· The contact person has received the Contractor Document Request Sheet (Form PTE3) CDR and is aware when documentation shall commence and is programmed for completion.

· When manufacture/fabrication will start.

5.4.1 During subsequent visits the Expeditor shall:

· Discuss with the relevant contact person the Contract requirements and establish the progress made

· Produce a report of visit on the Expediting Report (Form PPL30) including any documentation collected/handed over from/to Contractor

· Issue a report to Project personnel in accordance with the requirements shown on the report.

· Attend the Pre-Inspection meeting, (If not actioned at the initial visit).

· File in the Contract/Order history file, pending retrieval.

5.4.2 On completion of manufacture, final inspection, and release the Expeditor shall ensure:

· Criticality rating 1 or 2 equipment/plant has a suppliers certificate of conformance signed by the Quality Assurance Representative (refer to specification No. AAC-QAP100), and a Release for Delivery (Form PPL126) signed by the Quality Assurance Representative and the Expeditor.

· Inform the Site Materials Controller, in writing of the expected date and time of arrival, whether craneage or special handling equipment is required and if special storage conditions apply.

· On receipt of confirmation from the Site Materials Controller that delivery may proceed, issues the Contractor with a Standard Delivery Instruction Letter.

· Confirms receipt on site from the Site Materials Controller 

Note:
Transportation company notice may be required on specific projects

5.4.3 Should the Site Materials Controller (SMC) have cause to complete an Over, Short or Damaged Report (O.S & D) the Expeditor shall, on receipt:

· Record the date the O.S & D was reported

· Contact the Contractor concerned and establish or confirm reasons for the non-conformance, or O.S and D

· Establish the rectification procedure with the Contractor (after consultation with the Senior Discipline Engineer and ATD Quality Engineer)

· Expedite the rectification work when the goods have been returned to Contractor

· Advise the ATD Quality Engineer when final inspection is required.

· Advise the SMC when rectified work has been inspected and released for delivery, and when delivery will be effected

5.5 Contract Completion
On completion of the Contract, by the Contractor, the Expeditor shall:

· Check and ensure that all documentation requirements of the Contract have been received (Closed-out Engineering Document List (Form PTE92)

· Ensure that all equipment supplied on the Contract, including any amendments has been received and covered by a Goods Received Voucher (GRV) issued by the Site Materials Controller.

· Issue an Expediting Close-out Report confirming that the points above have been completed and that the Contract is now completed.

APPENDIX A  :  
RELATED DOCUMENTS
PPL30

:
Expediting Report Form
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:
Release For Delivery Form 

PPL130

:
Contract History Sheet Form 

PCE242

:
Project Note Form

PPS097

:
Contract History File Index Form 

APPENDIX B  :  
RECORD OF AMENDMENT
APPENDIX C  :  STANDARD DELIVERY INSTRUCTION LETTER
[image: image3.wmf][image: image1.png]ANGLO
AMERICAN




45 Main Street Johannesburg 2001 PO Box 61587 Marshalltown 2107 Republic of South Africa

Switchboard (011) 638-5000 Reception (011) 638-2024 Direct line (011) 638-      

Facsimile (011) 638-      E-mail      @ATD.co.za
ATTACHMENT TO PROCEDURE PPL5

24 November 1998

 MACROBUTTON NoMacro [Recipient's Address] 
Dear Sir

contract number

delivery instructions for all contractors/suppliers

1.
Method of Delivery
Road transport (Permits to be obtained by Contractor, if required).

2.
Location
Capital Stores

ABC Project

Gondwanaland

3.
Delivery times
Monday to Friday between 07h00 and 15h00 excluding Public Holidays.

4.
Documentation required 
With consignment
a)
If specification No. AAC-QAP100 formed part of the Contract document then signed “ Suppliers Certificate of Conformance” is required

b)
All deliveries must have a signed “ Release for Delivery” Form PPL126
c)
Contractors (and carrier’s, where applicable) Delivery Note.

5.
Instructions to Suppliers
The Contractor shall notify the Expeditor, giving at least 48 hours notice of intended delivery, by telephone, confirmed by telefax.  Special lifting instructions and equipment i.e. spreader bars, trunnion hooks, etc. are to be supplied (if not responsible for off-loading).

The Expeditor will confirm by telefax, the delivery date and appropriate time equipment is to be on site.

The Contractor/Supplier must contact the Site Materials controller upon arrival at sit in order to avoid delays with the off-loading of equipment.

All delivery notes are to be signed for by the Site materials Controller once equipment and documentation have been inspected for in transit damage.  The Site Materials Controller will then give instructions for the off-loading of equipment.

The Contractor must submit a signed copy of the delivery note with each invoice.

NB.
No equipment will be received or off-loaded without the required documentation.  No invoices will be processed without the required documentation.  The Contractors delivery note must show the following information.

· Date of actual delivery (on site)

· Order/Contract number and revision

· Quantity

· Equipment number and description of equipment
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