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OBJECTIVE

To ensure that equipment and material delivered to site is received, inspected stored and issued in a controlled manner and that any discrepancies or defective items are identified, documented, and rectified before issued and erection.

[bookmark: _Toc530890050]SCOPE

To describe the actions taken to:

Control the receipt and issue of material
Identify and rectify shortages and damage
Protect and preserve material which is either in storage or installed and awaiting commissioning

[bookmark: _Toc530890051]REFERENCES

Inputs

Materials Control			:	Form PGF257 
Equipment Numbering		:	Procedure PCE002
Site Materials Control		:	Procedure PQP113 
Corrective Action Request		:	Procedure ATDP6
Approval & Payment of Invoices	:	Procedure PCE008
and Payment Certificates

[bookmark: _Toc530890052]ABBREVIATIONS AND DEFINITIONS

Equipment/Material

All items of equipment and material to be built into the plant as permanent fixtures, e.g. machinery, vessels, pumps, compressors, electrical equipment, instrumentation, piping, steelwork, etc.

Construction Equipment

All plant required to ensure efficient erection of equipment/material including cranes, tractors, trailers and all tackle requiring statutory certification.

Consumables

Materials used in erection e.g. welding rods, grinding discs, oxygen, acetylene, fuel, etc.

Relevant Quality Team Member

This refers to the relevant quality team member who shall be responsible for all quality control requirements stated in this procedure.


Temporaries

Offices, canteens, first aid facilities and temporary services e.g. electrics, water, rods, storage areas, etc.  Which may eventually be removed from or become redundant to requirements.

SMC – Site Materials Controller

[bookmark: _Toc530890053]RESPONSIBILITIES

Examination of Incoming materials	:	Site Materials Controller and/or the ATD 		Project Quality Team

Reporting and Expediting of Shortages	:	Site Materials Controller, ATD Project
and Damages	Expeditor and /or the ATD Project 

Surveillance of Storage Facilities	:	Site Materials Controller and the ATD 		Quality Team

[bookmark: _Toc530890054]METHOD

General

Dependent on the type of contract or purchase order there will be two basic approaches related to control of equipment/material:

a)	Receipts, inspection, storage and issue to the contractor by the Project Team,
	of procured items (free issue)

b)	Receipt, inspection and storage by contractor with surveillance by ATD Project 	Team.

The following procedure principally relates to approach a), but it will be expected and ensured by surveillance and audit, that for approach b), the contractor shall exercise full control over correct storage of material.

The provision of Construction Equipment and consumables shall be the responsibility of the contractors themselves, with the ATD Project Team exercising a surveillance and audit function.

Storage Accommodation

Appendix C gives guidelines in setting up such a facility

Once the storage area has been identified and laid out, the relevant plant/location plan shall be distributed to interested parties.


Documentation of Deliveries

In addition to any specific documents raised, it shall be necessary for the Site Materials Controller to receive (prior to deliveries):

Contracts/purchase orders and registers of such documents
Revisions to contracts/purchase order
Expediting report
Inspection reports
Inspection release certificates
Shipping and customs documentation (together with any procedures/notes etc. relating to the raising of such documents)

Information received shall be filed by contract/purchase order number

The Site Materials controller, once established, shall in conjunction with the ATD Construction Manager, provide the ATD Project Procurement and Project Scheduler with details of the times at which goods can normally be received at.

For deliveries outside these hours, it shall be necessary for the Site Materials Controller and Project Expeditor to maintain a close liaison by telephone (backed up by telefax) to ensure that staff are available to receive such goods

For long distance deliveries, account shall be taken of delays such as breakdowns, customs, etc. and how to communicate such delays between interested parties.

Disposition of Equipment/Material

Receipt

At all times an updated list of ATD/Project signatories authorised to receive equipment/materials shall be available an on display.

Receipt does not imply acceptance.  Only after goods have been properly examined and accepted will the GRV (Form PGF045) be issued and this document will be used in the certification for payments.

To this end, the blue copy of the GRV shall be issued, via Site Document Centre, to Project Document Centre.  On receipt the Project Document Centre shall distribute copies of the document as follows:

Contract File (original blue copy)
Project Cost Controller
Project Contract Administrator

The Project Cost Controller is responsible for ensuring that the GRV is attached to the Contractor’s/Vendor’s invoice where such invoice requires proof of delivery for payment.

Before any delivery is allowed into the relevant store or laydown area, the Daily Receiving Report shall be completed (and stamped) by an authorised member of the Materials Control Staff (see Form PGF042)

All supplied materials onto site shall be examined by the Site Materials Controller and/or a member of the Project Quality Team (if required in the Project).  Where appropriate, the Contractor’s inspector or the third party organisation inspector may be present

The received materials shall be examined using the checklist shown in Appendix D for guidance.  Where special inspection is required, an individual checklist for that specific delivery will be drawn up by the ATD Project Services Co-ordinator.

Delay of Inspection

If immediate inspection is not possible, e.g. large numbers of fittings, transport requiring rapid turnaround, etc. then the supplier’s delivery note shall be annotated accordingly.  With such delayed inspection, the equipment/material shall be put into a secure quarantine area until it can be dealt with, or as a minimum, identified by suitable stickers to indicate that inspection is pending.  The inspection shall then be carried out as soon as practicable.

If goods received have to be stored for any length of time, or there are specific storage requirements, then a decision shall be made by the Site Materials Controller regarding partial or complete removal of packaging, with subsequent restoration of that packaging, in order to satisfactorily examine the goods.  Incidental damage during such processes shall be fully recorded on the GRV.

Goods Receiving Voucher (GRV)

If the examination of the goods is satisfactory, then the relevant GRV shall be raised and distributed as shown on Form PGF045.

The GRV shall be transmitted to Project Document Centre within 48 hours of completing the examination, should this be satisfactory.  If any doubts are raised, then the Construction Manager shall be consulted.

If the contractor is responsible for storage and issue of material, the Site Materials Controller shall prepare the Daily Receiving Report, make a general “on vehicle” examination and direct the material to the relevant contractor.  The contractor shall then be responsible for defined examinations and raising of subsequent documentation


Over, Short and Damaged Report (O.S. and D Report)

When the inspection of the goods received shows some discrepancy or damage or a query has been formally raised, then goods shall be removed from the operational stores area and placed in a quarantine area or, as a minimum, “HOLD” stickers shall be placed on the material.  At the same time, an Over, Short and Damaged Report shall be raised by the SMC and distributed as shown on Form PGF043.

The remedial action to be taken on raising of an Over, Short and Damaged Report shall be as follows

Overages

The Site Materials Controller shall liase with the Project Expenditor regarding the disposition of overages.  There may be a need to retain them on as spares or back-up items, in which case, the re-apportioning of the costs involved has to be resolved in consultation with the Project Head Office.

If there is no reason to retain the material on, it shall be released from quarantine using the Quarantine Release from (see Form PGF044), which shall be returned, via the Project Expeditor, to the supplier accompanied by a Material Removal Permit (see Form PGF046).

Shortages

The impact of the shortage if items on activities shall be taken up by the Site Materials Controller with the Construction Manager and the Project Expeditor.  Details shall be shown on the O.S. and D Report (Form PGF043)

It shall be the responsibility of the Project Expeditor to ensure that remedial actions are undertaken by relevant Project Head Office departments to clear the shortage at the earliest possible opportunity.

Damage

The impact of the damage items on activities shall be taken up by the Site Materials Controller with the Construction Manager and Project Scheduler.

The Construction Manager and the Project Scheduler shall initially be responsible for assessing the impact of the damage, and its subsequent rectification, on activities.

The supplier of the damaged goods shall be given the opportunity to inspect the damage.  The method of rectification shall be discussed and the location of the rectification work shall also be decided.  If the work is to be carried out on by the contractors, a backcharge shall be raised by the Project Contracts Administrator.


The backcharge may be directed at the supplier, the transport contractor or the contractor responsible for off-loading, depending at what stage it is determined that the damage occurred.  In the case of transport damage the Project Contracts Administrator shall also raise a claim on the marine insurance policy.

If the damaged goods have to be returned to the supplier, the Site Materials Controller shall raise a Quarantine Release Form (Form PGF044) and a Materials Removal/Transfer Permit (Form PGF046).  He shall then liaise with the Project Expeditor on relevant completion.  All agreed actions shall be recorded on the O.S. and D. report. (Form PGF043)

Should it be considered that the damage does not affect the fitness for purpose of the goods, then, with Construction Manager agreement, a Quarantine Release Form can be raised and the OS & D Report suitable endorsed by the Construction Manager.  The Contracts Administration will negotiate any discounts which may be payable.

Stock Control

Stock Record

All materials shall be identified against a Stock Record Card System (Form PGF047).

Receipt of materials shall be entered on a stock card.

The stock record system shall show material issues against requisitions.  The stock balance shall be recorded simultaneously with every transaction (issue or receipt).

The efficiency of the stock record system depends on meticulously entering every transaction and it is the responsibility of the Site Materials Controller to ensure that this is done by regular surveillance and stock checks.  The Project Quality Team shall carry out audits to ensure that the system is being maintained as per Procedure ATDP6.

Physical stock checks shall be taken periodically to ensure that recorded totals are reconciled with actual stock.  If there are any shortages, then a written report shall be generated and given to the Construction Manager, giving reasons for such discrepancies.

Records for consumable items shall show stock re-order levels based on regular assessments of actual consumption.


Stock Issue

Before any equipment or material can be issued to a contractor or personnel, it shall be necessary to identify those persons authorised to draw material.

This will be achieved by the use of a “Requisition Signing Authority” (Form PGF048).  The forms related to authorised signatories shall be retained and updated by the Site Materials Controller.  Copies shall be issued to each of the Material Control staff and also displayed in each issuing section of the stores laydown area.

All equipment and material issues shall be against a Store Requisition
(Form PGF049), initially raised by the contractor.  The Construction Manager shall arrange for each requisition to be checked verify that:

Material is being down for the relevant planned area.
Material is being withdrawn to meet the requirements of efficient fabrication and erection and not being stockpiled.
The relevant Plant/Area/Line/Drawing/Part Numbers are correct

Any discrepancies shall be referred to the Site Materials Controller.

The contractor shall give the issuing stores at least 24 hours notice of material requirements.

On receipt of the stores requisition, the Site Materials Controller shall check the availability of materials in stock.  If stock is satisfactory, and the requisition is considered to be correct, then the stores personnel shall take the material out of stock and place it in a holding area prior to requesting the contractor to arrange collection.

If equipment or material is not available in the stores, the originator of the requisition shall be informed of expected delivery dates and the Site Materials Controller shall take action via the Project Expeditor using the O.S. and D Report form.  The Site Materials Controller shall ensure that the Construction Manager receives copies of O.S. and D Reports and that these reports are issued in accordance with the Project Distribution Matrix.

All communication and/or queries on material status from Project staff shall be directed to the Site Materials Controller.

In addition, all communications between ATD and Project Expeditor shall take place between the Site Materials Controller and the Project Head Office Materials Controller who shall keep the former fully informed on materials status by way of regular and detailed status reports.

A list of non-available equipment and material shall be provided and kept up to date at all times.  Progress on deliveries shall be report at all relevant meetings.  The Site Materials Controller shall issue copies of this list to the Construction Manager also ensuring that the list is distributed as stated on the Project Matrix.

The Site Materials Controller shall be responsible for checking the list of ono-available or late equipment and materials against new deliveries and ensuring that all requisitions are fulfilled in accordance with construction requirements.

If there is nil stock and no purchase requisitions are outstanding, then urgent action shall be taken via the Project head Office Procurement Department.

Protection and Precautions During Storage of Equipment and Materials

The packaging and protection of equipment and materials required for shall be specified in the Contract/Purchase Order conditions.  These, together with manufacturer/suppliers specific recommendations and maintenance instructions, shall be available to the Site Materials Controller before delivery.

Knowledge of the ultimate usage of equipment and materials is considered desirable, as it is uneconomical to store material designed for adverse conditions in protected conditions and vice versa.

Appendix C indicates the specific requirements on protection during storage that Project would implement and recommend to contractors, taking into account such considerations as ultimate usage, the requirements of goods inwards inspection and inspection during storage.

Inspection of Stored Items

The Site Materials Controller shall conduct regular documented surveillance and audits for signs of deterioration whether in Project or contractor storage areas.

The first examination of stored materials shall take into account any comments made on the relevant GRV with regard to condition of material received.  If there is no direct evidence that material received has been inspected or released, then such material shall be put into quarantine until the matter is resolved.

The date of examination shall be marked or tagged on the equipment/material itself, to aid subsequent timing of inspections, especially when stock is being used rapidly.

The Surveillance Checklist (Form PGF050) shall be used to record the inspection.  Points to be noted during the examination shall include:

Rusting and pitting of bright surfaces
Deterioration of paint work
Continued effectiveness of existing corrosion protection systems
Dampness and splitting of packing cases
Tearing an condensation related to plastic wrappings
Placing of cover sheetings/tarpaulins
Fading and obliteration, loss or damage to tags, colour coding and other identification markings.


Removal of Material

Material requiring removal from areas arises from three sources.  Each source being dealt with as follows:

Reject

Materials having been placed in quarantine and subsequently rejected following goods inwards inspection (Form PGF043) – O.S. and D Report, shall be removed from under cover of a Quarantine Release Note (Form PGF044) and a Material Removal Permit

Scrap

Material considered as scrap (either metal off-cuts, timber from packaging, etc.) shall be consolidated in defined areas and removed from under cover of a Materials Removal Permit (Form PGF046) before the piles of material become unmanageable and unsafe. 

Surplus

Materials surplus to requirements may arise from changes in process or design considerations, resulting in changes to Material Take-offs.  Once material is identified as surplus by the Site Materials Controller, a surplus material list shall be raised.  The disposition of such material on the list shall be a matter of discussion and approval to the Construction Manager.  Once the decision has been made, the Site Materials Controller shall be informed and appropriate action taken.  
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APPENDIX C  :  GUIDELINES ON STORAGE REQUIREMENTS

1.0	PLOT PLAN (with Location References)

To show the extent of:

a)	Building and Utilities
b)	Outside Covered Areas
c)	Uncovered (laydown) Areas
d)	Quarantine Areas for Equipment/Materials.

2.0	LAYOUT CONSIDERATIONS

2.1	Main Stores

a)	Lockable access doors giving one point of entry and exist for personnel and vehicles, including handling equipment
b)	Located to prevent fire propagation
c)	Bin, rack or shelving layout (with location identifications)
d)	Fencing requirements.

2.2	Operating and Maintenance Spares stores

This will be under the direct control of client operating staff.

2.3	Open Air Stores/Laydown Areas.

Type of fencing required.

3.0	STORAGE CONDITIONS

3.1	Inside

a)	Buildings

· Designed to reduce damage and deterioration from rain and dust
· Well lit and ventilated
· Pest and rodent free.


b)	Shelving

· To be of sufficient strength to take the necessary equipment fittings, valves, etc.
· Spaced to give easy access and retrieval
· Suitably numbered to be compatible with stock record cards.

3.2	Outside

· Adequate areas to accommodate anticipated equipment/material
· Space designed to allow minimum handling
· Adequate drainage
· Ground (compacted if necessary) to withstand the imposed loads with sinking
· All weather roadways (if applicable
· Sufficient material to provide storage clear of the ground, e.g. timber baulks, special racks, “sausages”
· Weatherproof covering, e.g. tarpaulins, polythene sheeting, (so disposed that water collection is minimised).

[bookmark: _Toc530890058]
APPENDIX D  :  CHECKLIST FOR GOODS INWARDS INSPECTION

1.0	PRELIMINARY

Security pass available

Daily Receiving Report available

Visual examination against carries advice note to assess

· Quantities
· Description
· Obvious damage

For obvious discrepancies re-check consignments then:

· Annotate carrier’s advance note
· Inform the Project Head Office

2.0	DETAILED EXAMINATION

2.1	Relevant Documentation

· Purchase Order
· Inspection Releases
· Waybill
· Customs Clearances

Any missing documentation shall be indicated on the indicated on the GRV if goods are not subject to an O.S. and D Report.

2.2	As Received Packaging

· Conformance to order requirements
· Conditions:

· Not damaged
· Damaged*

*	This shall be noted on the GRV even if goods themselves are not subject to an O.S. and D Report.


2.3	Goods Received

· Quantity as stated on Waybill
· Conformance to order requirements
· Condition:

· Undamaged
· Damaged
· Subject to query by other, etc.

· Colour coding and tagging
· Material in drums – spot checks only (not to be opened unless there is apparent damage to drums of sealing)

2.4	Disposition

· Stores
· Laydown yard
· Deliver to contractor


[bookmark: _Toc530890059]
APPENDIX E  :  RECOMMENDATIONS ON PROTECTION DURING STORAGE

1.0	MACHINERY ITEMS

a)	Pack in heavy-duty wooden cases, total enclosed and waterproofed.  Ideally stored until required, but the needs of goods inwards inspection shall be taken into account.

b)	Moving parts fixed and blocked to prevent rotation or movement and stored in vibration free areas.

c)	Openings sealed to prevent ingress of dust and plastic cap/metal/wooden covers, waterproof tape (for shaft annulus).

d)	Ferritic (rustable) steels to be sprayed/coated with rust preventative oil, temporary barrier materials or use vapour phase inhibitors.  This would apply to machined surfaces (internal and external) or unpainted surfaces (bores of pipes, inside lubricated tanks, etc.).

2.0	MAJOR EQUIPMENT
(Including Column, Heat Exchangers, Shop Fabricated Tanks, Vessels, etc.).

a)	Should be received on in a condition to allow outside storage

b)	Components such as bolts, nuts, shims, gaskets and column trays should be clearly identified with the major pieces of equipment.

c)	Templates should also be clearly identified with the relevant pieces of major equipment and returned to stores after use.

d)	Corrosion protection measures applied by manufacturer, e.g. paints, varnishes, greases, passivation (on stainless steel vessels) should be checked and made good before placing in storage.

3.0	PIPE/PLATE/STRUCTURAL STEEL

a)	“Mild” Steel

Should be received with a primer and possible undercoat of paint to provide protection during outside storage.  Handling of transport damage should be made good at the earliest opportunity.

Painted, and particularly galvanised, material should be stored off the ground and with sufficient space between each item stored to allow adequate air circulation.


Smaller bore piping and tubing should be adequately supported to prevent distortion and ends should be plugged or covered to prevent entry of dust.

All material should also be stored off the ground, where practicable.

b)	Alloy Steels

Should be clearly identified with an appropriate known colour coding (preferably stripes rather than banding) and kept strictly segregated.

4.0	VALVES AND FITTINGS

Store to avoid damage to threads and machined facings.

5.0	JOINTING AND PACKING MATERIALS
(Gaskets, (CAF, Spiral Wound), Ring Joints)

a)	If delivered on frames or in packets, store in the same way

b)	Store flat – edge damage occurs if hang on nails or wires

c)	Avoid storage in direct sunlight

d)	Utilise first in first out control

6.0	PAINTS AND VARNISHES

Invert containers regularly to prevent sedimentation and prolong pot life.

a)	Pack in heavy duty (waterproof) cases.

b)	Ensure openings are sealed.

c)	External non-painted parts to be protected with rust preventative oils or suitable barrier materials.

d)	Internal surfaces to have received protective sealant at the manufacturers before sealing.

e)	Rotating/moving parts to be fixed with non-metallic shims.

f)	During storage, where practicable, and after installation, rotating parts shall be rotated weekly.

g)	Insulation tests to be made at intervals to check if drying out is necessary.

h)	Heaters (if installed) shall be connected


7.0	ELECTRICAL AND INSTRUCTMENTATION EQUIPMENT

Should be stored as recommended by manufacturers.  Ideally in a dry vibration free and humidity controlled atmosphere, for sensitive parts, to minimise failures at commissioning phase.

8.0	TRANSFORMERS

a)	Supply in crates or with openings sealed.
b)	Store in vibration free conditions.
c)	If fitted with silica breathers, these are to be checked as per manufacturer instructions.

9.0	CONDUITS AND CABLE TRAYS

a)	Ideally to be stored on racks with supports at intervals not greater than one metre to prevent distortion.
b)	Cut ends, particularly on mild steel painted trays, to be protected.

10.0	CABLES AND DRUMS

a)	Ideally stored on a hard standing in a security fenced area.
b)	Drums should not be stored on their sides and only rolled in the direction indicated by the arrows on the drums.
c)	Reseal ends after cable lengths have been cut
d)	Cables subjected to freezing conditions shall not be handled until they have been inspected by the Project Electrical/Instrumentation Superintendent, who shall issue a Release Note once the cable is suitable for handling.

11.0	REFRACTORIES

a)	Store in waterproof, frost-free conditions on an impermeable base to prevent efflorescence.
b)	Store regular shapes on pallets
c)	If not delivered on pallets:

· Unload carefully by hand
· Stack to form stable piles
· Place on edge not on flat
· Use straw or other materials to separate large or irregular shapes


d)	Refractory cements to be stored in dry conditions on pallets off the ground.
e)	Wet bonding mortars and ramming mixtures to be stored in dry condensation free conditions.

12.0	WELDING CONSUMABLES

a)	Shall be stored, in accordance with manufacturer’s recommendations in a separate locked section of the stores building with suitable environmental control.
b)	All packages shall be date stamped on receipt and batch numbers recorded on the stock record card.
c)	Issue will be on the basis of earliest deliveries first and only when authorised by Project Engineer or his nominated substitute.
e)	Unused welding material shall not be taken back into stores unless specifically advised by the Project Engineer.  Such material and unidentifiable materials shall be destroyed.
f)	Welding electrodes are normally identified clearly by manufacturer.  Welding wires shall be clearly re-marked by dipping one end in the appropriate colour of paint rather than relying on the manufacturer’s spot mark.
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