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Acronyms

C™M Construction Management

co USAID Contracts Office

cop Chief of Party

DB Design-Build

DCOP Deputy Chief of Party

DCS Document Control System

EA Environmental Assessment

EIA Environmental Impact Assessment

ESS Environmental Scoping Statement

GMIP Georgia Municipal Infrastructure And IDP Housing Rehabilitation Project (the
project)

IDP Internally Displaced Persons

Bldg_10 Rehabilitation works for IDP Housing. (10 Buildings)

GoG Government of Georgia

HO Home Office

IL Implementing Letters

LTTA Long Term Technical Assistance

MDF Municipal Development Fund

MEP Mechanical, Electrical and Plumbing

MRA Ministry of Refugee Affairs

MRDI Ministry of Regional Development and Infrastructure

NCR Non-Conformance Report

NTP Notification to Proceed

PE Licensed Professional Engineer (USA designation)

PEA Programmatic Environmental Assessment

PM Project Manager

PMC Project Management Committee

PMP Performance Monitoring Plan

QA Quality Assurance

QcC Quality Control

RC Reinforced Concrete

RFI Request for Information

sow Scope of Work

STTA Short Term Technical Assistance

TBD To Be Determined

TOCOTR USAID Task Order Cognizant Technical Officer

Tt Tetra Tech

USAID United States Agency For International Development

UsG U.S. Government
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General

Description of the Project

Under the United States Agency for International Development (USAID)/ Caucasus — Municipal
Infrastructure and IDP Housing Rehabilitation Project (GMIP) Contract No. AID-EDH-1-00-08-00027-
00 Order No: AID-114-TO-I 1-00002, Tetra Tech (Tt) is responsible for providing support to monitor
current processes and practices, identify and mitigate areas of risk, and carry out oversight and
quality control efforts to ensure that selected municipal and Internally Displaced Persons (IDP)
infrastructure projects are implemented effectively and in accordance with U.S. and Georgian
standards and regulations.

Activities performed under this task order will complement and reinforce the activities, project
management, and engineering expertise of USAID/Georgia and its implementing partners. From
2010 to 2014, USAID/Georgia will undertake works in the infrastructure sector in collaboration with
the GoG’s Municipal Development Fund (MDF) to upgrade municipal infrastructure in targeted
municipalities, to install and extend irrigation channels, to upgrade IDP housing and implement the
various municipal infrastructure sub-projects. Sub-projects will be implemented through an
agreement with the MDF, and with relevant agency. Tt will be expected to form a close working
relationship with the MDF in the implementation of all sub-projects, accompanying the MDF in all
phases of the sub-projects and providing monitoring and oversight services to the MDF and USAID.

The purpose of this award is to monitor current processes and practices, identify and mitigate areas
of risk, and carry out oversight and quality control efforts to ensure that selected infrastructure
projects are implemented effectively and in accordance with U.S. and Georgian standards and
regulations. Efforts will not duplicate work that MDF does or might perform under its agreement
with USAID. The monitoring and oversight role will encompass all areas of project intervention, from
procurement planning to final acceptance. It will help to ensure that infrastructure deliverables are
effective, efficient, and sustainable and that implementation is carried out within allowable budgets,
time restraints, and within accepted quality standards.

Purpose, Scope, and Application

The purpose of these Guidelines and this Plan is to provide instruction and guidance to GMIP MDF
and Tetra Tech staff in the management of GMIP Sub-project design, contracting and construction
management. The Guidelines and Plan are intended to be used by both MDF and Tetra Tech as
procedures to help implement GMIP Subproject construction activities in an organized fashion so as
to increase the quality and cost effectiveness of finished construction. The provisions of this
guideline and plan do not replace or modify any of the clauses or provisions of an MDF USAID
implementation Letter or the Tetra Tech USAID Contract. In any cases of conflict the
Implementation Letters and the Contract apply. In cases where conflicts might affect construction
progress or quality negatively, direction from USAID should be obtained to resolve any issues.

The scope of the GMIP Guidelines and QA/QC Plan is to:
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. Ensure that design work is done in accordance with industry acceptable standards and
USAID and Georgian government rules and regulations

. Ensure that all GMIP construction work is accurately planned and organized

. Ensure that organized procedures and instructions are issued for the performance of all
GMIP construction works

. Ensure, qualified inspection results in expected and required quality

. Demonstrate through properly documented records that the work has been carried out and
inspected to that required quality.

These CM Guidelines and QA/QC Plan apply to all applicable GMIP subproject activity in the
procurement and construction phases of the work.

Control of the QA / QC Plan

MDF, Tt and each Construction Contractor are all encouraged to designate a staff manager to
oversee all CM, QC, and QA as mentioned in this document and to address issues and matters not
covered by contract specifications, regulations, and other directives. This document does assume
that QA/QC overall oversight will rest with the Tt QA/QC Manager and assigned Contract Managers -
the technical monitoring and processes oversight staff. The Guidelines and Plan are divided into four
distinct sections but the overall plan should be managed as an overall QA/QC system by the Tt
QA/QC Manager.

Revisions can be made to the Plan and such revisions should be approved by both the MDF GMIP
Program Manager and the Tetra Tech Chief of Party. Any revisions or changes made to the CM and
QA/QC Plan for any reason should result in all MDF and Tt staff members being notified.

Also, all GMIP MDF and Tt staff members are responsible for the project quality assurance and GMIP
MDF Staff is responsible for assuring the Contractors Quality Control of works As such an emphasis
on quality is needed and it needs to start with management and extend to the unskilled laborer on
every job. Itis the duty of all MDF and Tt staff members to provide this motivation to all GMIP staff.
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Project Organization and Management
Resource Requirement

The implementation of GMIP design and construction activities and operations requires project
resources. These need to be provided by MDF and Tetra Tech in accordance with a plan. Without
these resources, the plan cannot be implemented. If there is a need for resources to implement the
processes and procedures laid out in this plan, MDF and Tt need to clearly identify it and plan for its
specification, procurement and deployment. This includes keeping USAID informed and ensuring
that funding is arranged and approved by USAID for follow on procurement. The following resources
are required to carry out this work:

o Staffing

o Staffing Support Systems

o Office Space

o Basic Office Furniture

. Vehicles and/or Vehicle Access

o IT Equipment

o Expendable Office Supplies

o Inspection and Safety Equipment

An important note — the On-Site Inspector must have a laptop computer and small but effective
printer. Access to a Contractor provided printer is also acceptable but many forms will need to be
printed out for signature or for distribution on a daily and weekly basis.

USAID

The funding for GMIP is provided by USAID. USAID/Georgia is managing and implementing the
program with the assistance of two main contractors, MDF and Tetra Tech. The contract with Tetra
Tech is through a Task Order (TO). The grants with MDF are through two Implementation Letters
(ILs). USAID is responsible for ensuring all contracting processes undertaken under the project are in
compliance with specific provisions of the USG Foreign Assistance Act and USAID policies governing
USAID-financed project procurement.

Municipal Infrastructure and Irrigation and IDP Housing Rehabilitation Project
Quality Management System — QA/QC Plan (Draft)

7



Contract Officer’s Technical Representative

The USAID Task Order Contracting Officer’s Technical Representative (TOCOTR), is responsible for
managing the program for USAID. He / she is also supported by other USAID staff. At the highest
level, the USAID TOCOTR will coordinate all work planning and construction budgeting with the GoG
and ensure that USAID rules and regulations are enforced. The USAID TOCOTR does this through
various forms of communications, meetings, and the final approval of activity designs, review of the
general contractor’s environmental reports and assessments, site visits, etc.

Municipal Development Fund

Under the USAID Improved Economic infrastructure program, GoG’s Municipal Development Fund
(MDF) has been assigned the responsibility to perform the contracting to implement the
USAID/Georgia Economic Infrastructure Program for the period of the contract from 17 February
2011 to 31 December 2013. USAID successfully carried out a certification process relating to MDF’s
financial, technical and procurement management capacity to perform its responsibilities under this
program.

MDF will carry out the supervision of all aspects of the implementation of contracts procured under
a specific loan/grant, (i.e. technical supervision, contract management and financial and schedule
control, monthly and demand reporting, payments to contractors and/or suppliers, environmental
impact monitoring, close-outs, etc.). MDF will carry out its supervision either directly through MDF
staff or with the assistance of consultants hired by MDF to that effect. Together with overall
monitoring and reporting of the project, MDF will ensure the Sub-Projects daily basis On-Site
Control, reporting and compliance with Contract Requirements.

Program Manager

The MDF Program Manager is responsible to manage the program in behalf of MDF and USAID
requirements. This includes all new development or rehabilitation work, including designing and
planning infrastructure activities; performing required construction work; implementing
environmental mitigation practices; tendering, awarding and managing rehabilitation-related
activities that have been outsourced to a contractor; applying Georgian and applicable USG
Standards and regulations to all appropriate processes and practices; and closing-out all
rehabilitation activities.

The MDF Program Manager will manage the conduct of all procurement actions financed under the
project in accordance with the World Bank Procurement procedures and the additional USAID
procurement requirements as provided and specified in the MDF Operations Manual and the ILs.
The GMIP MDF Program Manager along with the Tt COP are chiefly responsible for the adoption and
promulgation of these Guidelines and Plan including any and all changes.

Municipal Infrastructure and Irrigation and IDP Housing Rehabilitation Project
Quality Management System — QA/QC Plan (Draft)

8



Project Manager

The administration of each individual GMIP Subprojects and Contract is a direct responsibility of
assigned MDF Project Managers. The PM cooperates with Contractor and manages the MDF On-Site
Construction Inspectors to this end. As defined in the Construction Contract, the MDF PM is
responsible for implementation general specific contract and making project decisions in
consultation with all other GMIP team staff including Tt staff. The PM is primarily responsible for
contract budget, schedule, and physical progress control and any Subproject / Construction Contract
changes that might be required from time to time. He/she is also responsible to ensure that the
provisions of this CM and QA/QC Plan and used throughout the execution of Subproject / Contract
including documentation management. The PM also chairs the monthly Subproject construction
contract meeting and issues the Monthly Subproject Report.

Other Thilisi based MDF Staff

MDF should consider designating specific MDF staff as the GMIP QA/QC Manager, Safety Officer,
Environmental Compliance Manager and required thechnical personnel. These staff members
should work closely with their Tt counterparts to implement and manage this Guideline and Plan and
MDF / Construction Contractor Safety and Environmental Compliance Plans

On-Site Construction Inspector

The MDF On-Site Inspector is responsible for monitoring / controling the Construction Contractor’s
daily full time construction activity of each Subproject on site. He /she shall be full time on site.
Appendix 3 (3ais in English and 3b is in Georgian) includes the Job Description for MDF On-Site
Construction Inspector. This includes ensuring that construction is being built in accordance with the
terms and conditions of the Contract Documents — the contract, the drawings and specifications,
schedules and the Contractor’s QA/QC Plan, Safety Plan, and Environmental Compliance Plan. He/
she shall also use these guidelines and this QA/QC Plan to carry out his/her day to day duties.

The On-Site Inspector can be MDF full time staff, MDF hired staff specifically for GMIP, qualified staff
from another GoG Agency such as the Ministry of Agriculture, the Georgia Water Utility Company
(GWUC), the MRA, or from Municipalities etc. For the purposes of these CM and the QA/QC Plan, all
of these staff members are referred to as MDF On-Site Inspectors. This also holds true if in the event
site inspection services are provided through consultant A/E outsoursing firms. These personnel are
still referred to as MDF On-Site Inspectors and they should still provide inspection, construction
monitoring and quality assurance services in accord with these CM and the Quality Control Plan.

Personnel with inspection duties must conduct themselves with dignity, be thorough in their work
and take nothing for granted. All dealings with Subproject representatives or employees of the
Construction Contractor must be courteous but firm. The quality/quantity of work in plans and
specifications must be insisted upon. Decisions must be based upon knowledge of documented /
reported facts and be consistent and reasonable. Unacceptable work must be brought to the
attention of the Contractor and the MDF PM. All defects must be corrected after discovery
(defective work must be noted in the Daily Journal and in daily and Non-Conformance Reports).
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Inspection personnel must be honest and must not grant or accept gratuities/favors that might place
them under any obligation to the Contractor or create the appearance of a conflict of interest.

Tetra Tech

Tetra Tech under its Task Order with USAID Georgia is providing support to monitor current MDF
processes and practices, identify and mitigate areas of risk, and carry out oversight and quality
assurance efforts to ensure that selected municipal and IDP infrastructure projects are implemented
effectively and in accordance with U.S. and Georgian standards and regulations.

Tt is responsible to form a close working relationship with MDF accompanying MDF in all phases of
the project and provide monitoring and oversight services to MDF and USAID. Efforts will not
duplicate the work MDF does or might perform. The special reporting plans shall be developed and
approved for each sub-project and be attached to this CM and QA/QC Plan as a reference document.

The monitoring and oversight role will include all areas of project intervention from procurement
planning to final acceptance. It will also ensure that infrastructure outputs are effective, efficient,
and sustainable and that implementation is carried out within allocated budgets and time restraints.
Further, in this role Tt will oversee adherence to applicable Georgian and USG standards and
regulations in the areas of contract award, financial payments, design planning, construction
practices and compliance with applicable codes or regulations, including environmental protection
and mitigation measures.

Tt provides professional assistance across a range of areas, such as professional engineering support,
planning, procurement, and other technical assistance. Tt will provide design oversight/review, as
well as QA/QC oversight of the selected projects. Tetra Tech assesses MDF’s processes and practices
so as to perform and conduct necessary on-the-job and more formal training for MDF staff. Also the
oversight role includes all areas of project implementation, from procurement planning to final
acceptance. It also helps ensure that infrastructure outputs are effective, efficient and sustainable
and that implementation is carried out within allowable budgets and time constraints. Tt will carry
out detailed review of housing and infrastructure designs, plans, and cost estimates for assigned
USAID programs and activities including any proposed changes to designs during the course of
project implementation.

Chief of Party

The Tetra Tech COP manages the GMIP from the project in Thilisi. The COP is the single direct point
of contact for the Mission and the project. He / she will also be the central interface among all team
members and stakeholders providing all day to day and strategic program management,
construction management and administrative oversight functions. He is assisted in these duties by
the DCOP. The COP also delegates other construction management roles, responsibilities and
authorities to other Tt staff as he sees fit. The COP’s chief counterparts are the MDF Program
Manager and the USAID TOCOTR. The Tt COP along with the GMIP MDF Program Manager are
chiefly responsible for the adoption and promulgation of this CM and QA/QC Plan including any and
all changes.
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Contract Manager

The COP shall designate a Tt Contract Manager for each Subproject /Construction Contract. The Tt
Contract Manager shall be responsible for monitoring and reporting upon all MDF Subproject
implementation activities including design, procurement, reporting, construction and handover. He
/ she shall also be responsible to assist the MDF Subproject Project Manager and the Construction
Contractor in the prosecution of their duties in the implementation of the Subproject.

QA/QC Manager

The Tt QA/QC Manager is responsible for the overall execution, management and implementation of
this CM and QA/QC Plan within MDF and Tt so as to ensure:

. All concerned GMIP MDF and Tt staff are well versed in all provisions

o The recording, updating and distribution of the Guideline and Plan documents and
information (Procedures, Reports and other information as required)

o The overall proper surveillance of Construction Contractor’s work quality in accordance
with approved procedures and plan

. The collection of all Subproject documentation and contracts including certificates related
to materials purchased and used by Contractors and completed testing and other
construction acceptance documents in accordance with approved procedures and plan

o The collection of execution of final Subproject documentation for issuance to USAID in
accordance with approved procedures and plan

The QA/QC Manager is also responsible for the overall review, execution and monitoring of the
individual Subproject Construction Contractor QA/QC Plans. In the event there are conflicts
between this CM and QA/QC Plan and that of the individual Subproject, the QA/QC Manager shall be
responsible to resolve it or report about to COP. In no event however shall the provisions of this
document be overridden by the Contractor’s QA/QC Plan.

E&HS Manager

The Tt Environmental & Health and Safety Manager is responsible for monitoring of all Subproject
Environmental Compliance Plan and Health and Safety Plan execution and implementation by the
construction Contractor. While not directly responsible for any aspect of the GMIP CM and QA/QC
Plan, the E&HS Manager’s job is closely aligned with that of the QA/QC Manager and they should
when applicable and advantageous work together to help MDF and Construction Contractors
execute their QA/QC, Environmental Compliance and Health & Safety Plans.
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Design / Construction Contractors

MDF Subproject Design / Construction Contractors are to be selected based on competitive bidding
procedures. Along with their cost and technical proposals during the bidding process, contractors
will be required to present their staffing proposal and organizational structure to meet the needs of
the individual Subprojects including a customized Subproject QA/QC Plans, Safety Plan and an
Environmental Compliance Plan. Companies will be required to have appropriate construction and
design capabilities to suit the requirements of their contracts. MDF procurements may include
contracts for Design, Construction/Renovation works, Construction Management, supply and
Provision of Materials and Equipment, and Testing Services.

Contractor’s Project Manager (CPM)
Contractor’s Site Manager and Supervisor (CSM)

The Contractor’s CSM is responsible to manage all construction activities on site and is the
Contractor’s site representative. As such he / she shall follow the direction of the CMP and MDF PM
and On-Site Inspector in ensuring that the provisions of this Plan are implemented. He / she shall
also be responsible for implementing and managing the Contractor’s Subproject QA / QC Plan.
Specifically, he /she shall:

o Be responsible for the performance of the works according to the contract documents, the
drawings, specifications, and directions received

. Manage the personnel and equipment to carry out the work and coordinate and verify the
activities necessary to support the work

o Meets daily with and reports to MDF On-Site Inspector

o Performs the works in accordance with approved work plan, schedules and procedures

o Ensures the provisions of the Contractor’s Safety Plan are followed on site

o Ensures the provision of the Tests Performance in accordance with Contractor’s QC plan

o Ensures the provisions of the Contractor’s Environmental Compliance Plan are adhered to

followed

o Check that all operations and equipment is approved and in compliance with the law /
regulations

Contractor’s QA/QC Manager

The Contractor’s QA/QC Manager is responsible for developing of Contractor’s Initial, Design and
Construction QC Plan, Elaboration of Reporting and Check list forms in cooperation with Contractor’s
Design and Construction staff, Timely as mentioned in Sub-Project Contract submission of QC Plan
for approval, Submittal control and deliverables provision.
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During the Design / Construction works, The Contractor’s QA/QC Manager shall be responsible for
Contractor’s QC staff operation on sites.

Contractor’s On-Site QC Officer

The Contractor’s On-Site QC Officer is responsible for quality of works of all construction activities on
site and is the Contractor’s site QC System representative. As such he / she shall follow the direction
of the Contractor’s QA/QC Manager and MDF PM and On-Site Inspector in ensuring that the
provisions of Contractor’s QC Plan are implemented.

Specifically, he /she shall:

. Be responsible for the performance of the works according to the contract documents,
drawings, specifications, and directions received

. Follow and ensure the testing procedures provided in the Contractor’s QC Plan.
o Recording of inspection results
. Maintain the reporting (check lists) provided in the Contractor’s QC Plan.

Contractor’s On-Site E & HS Officer

The Contractor’s On-Site E&HS Officer is responsible site environmental and safety. She/he shall be
responsible for site security as well as housing and On-Site office maintenance.

The Contractor’s On-Site E&HS Officer will maintain the Safety and environmental records in
accordance with approved E&HS Plan, Providing the morning (pre-work) safety instructions for work
force assigned to he’s site, providing the tool-boxes and all measures required for work safety.

CM & QA/QC Plan Management and Coordination

As noted under the descriptions of agencies and staff involved with the Plan, the Tt QA/QC Manager
is responsible for the management of its actions and activities under the overall direction of the MDF
Program Manager and Tt COP.
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MDF, Tt and Design / Construction Contractor staff in Tbilisi and on site shall comply with the
provisions of this Plan. Figure 1 illustrates the overall coordination and communications lines. Note
the blue lines are main lines of subordination and communication. The red lines are inter-agency
major formal lines of communication and the green dotted lines are the management and
communication lines between the Tt QA/QC Manager and those responsible for the execution and
implementation of the provisions of the Plan. Also each MDF and Tt GMIP staff member has a
responsibility for managing quality within his / her work.

As such each MDF and Tt GMIP staff member has a responsibility to be familiar with these
Guidelines and the Plan to the extent necessary to implement them as required.

Document Control System

The GMIP Document Control System (DCS) shall be in compliance with Tt's Document Control Police
and consist of the following elements. All Tt and MDF electronic and hard copy files shall be
maintained in accordance with the elements of this system as described below.

. Separate Document Systems: Both MDF and Tt shall maintain their own in house files. Each
shall consult on another as required to ensure system compatibility and to assist one another in
locating files if necessary.
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o Application: In infrastructure program management Document Control is mission critical.
Failure to institute and maintain document control organization and discipline is a major breakdown
in any project and or quality system. This DCS is simple and should be regarded as a minimum GMIP
requirement. The purpose of this Plan is to ensure both GMIP MDF,Tt and Contractors have
sufficiently organized document control and retention systems to successfully manage GMIP
subprojects, meet USAID documentation requirements, are able to respond appropriately to future
informal and formal project reviews and/or audits, and survive catastrophic hard copy and/or
electronic data loss. In cases where MDF and Tt exiting internal document control systems apply,
any conflicts between these guidelines and those systems shall be resolved by the MDF GMIP PM
and the Tt COP with their own internal management staff.

. Type of Electronic Files

o Working Files: Those Files maintained by individual GMIP MDF and Tt staff members that
are related to GMIP programmatically and by subproject but are not official or record files are
referred to as Working Files. Working Files are still important to the GMIP in terms of being able to
describe and define Subproject planning, design, reviews, procurement, and construction. Working
files are spread-sheets, PowerPoint, Word documents, drawing files, etc. Working files are also
important during audits, reviews and can become key legal documents as well.

o Contract Files: Original signed contract along with any and all attachments to the contract
or documents referenced by the contract such as a proposal or RFP, the original project initiation
(setup) forms, contract documentation review and approval memos, any change orders to the
contract and/or key correspondence authorizing additional services outside of the contract scope,
copies of all project invoices and all project correspondence, and transmittals associated with
contractual deliverables. These can be both hard copy and electronic files.

- QC Reports: These are formal periodic reports and messages that are produced as part of
the CM and QA/QC Plan and/or as a contract requirement. They also include the GMIP MDF, Tt and
contractor submittals. They are both hard copy and electronic files. These are important files that
may be required to resolve disputes and/or provide proof of what was said or done on site. They
need to be properly organized and maintained on site and in the main office. See more on Quality
Control Record Keeping in a following section — On-Site Filed Inspection

o Program Files: These are signed or formal correspondence, memoranda, procurement
agreements, reports, studies and/or submittals for the overall GMIP operations and/or activities.

o Subproject Files: These are signed or formal correspondence, memoranda, procurement
agreements, reports, studies and/or submittals for individual subprojects. These can be both hard
copy and/or electronic files.

o Email Files: Email messages are stored on each GMIP staff member’s computer in the *.pst
files. Each GMIP staff member’s *.pst file is a Working File however some emails can be designated
as Official or Record Files if they include instructions or information in accord with construction
contract conditions.
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. Electronic File Naming Convention: All GMIP electronic files shall be named as follows
YY_MM_DD-filename, where filename is the descriptor name of the file. Staff members should also
attempt to minimize the number of letters in files names. When editing files, add the suffix
“edit_xy” where xy are the staff member’s name initials. Where several edits are involved add a
number (1, 2, 3,... etc.) to distinguish edits from the same person.

. Electronic File and Directory Management: The QA / QC Manager shall set up a directory
structure on the file server (see DCS security below) and the remote file storage system (see
paragraph below). They shall be the same directory system except the remote file storage system
does not include working files or email files. The file server base directory shall be as shown below.
The QA/QC Manager shall build the remaining sub directories. Refer to the Tt Document Control
policy for assistance with this however avoid using number descriptors.

o Program Files

o Working Files (by staff member names with COP directories password protected)

o Contract Files (by procurement name)

o Subproject Files (by subproject/contract name)

o Email Files (this shall be a password protected)

. On-Site File Storage System: All files shall be properly filed so that they can be retrieved

when needed.

o Electronic Files: All GMIP files shall be stored in a stand-alone file server. All GMIP staff shall
maintain all their files on the file server. They may store files on their hard drive and work off their
hard drive by at the end of each working day they shall copy all work to the file server. Failure to do
so is an actionable offense by the COP and the MDF Program Manager. The file server shall also
have hardware or software back-up systems installed and shall be backed up daily. A back disk
safety protocol should also be established.

Email Files: MDF and Tt staff shall also have their *.pst file backed up onto the file server
once each two weeks. The Tt QA/QC Manager shall initiate a plan with MDF and Tt IT specialists to
affect this.

o Hard Copy Files: A hard copy file system shall also be put in place at Tt and MDF. It shall
include all contract, program and subproject files. It shall also have copies of electronic files in those
directories from the file server.

. Remote File Storage System (Tt): Tt staff shall ensure that all Contract, Program and
Subproject files are maintained on the Tt corporate SharePoint system in accordance with Tt
corporate file documentation procedures. The QA/QC Manager shall monthly check that this is
occurring and ensure that it is being done in an organized and thorough manner.

. DCS Security: Both GMIP hard copy and electronic files are at risk of loss or damage from
fire, theft, vandalism, and in the case of electronic files, hardware/software failure that can result in
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catastrophic loss of data. Both hard copy and electronic files need viable back-up strategies. For
hard copy files this means scanning and copying them into the electronic file record and ensuring the
hard copy files are stored in a protected and secure location that can be locked. For electronic files
this means having a dedicated file server in the office where all staff electronic files are maintained.
It also means having a viable back-up strategy for data stored on the file server. Staff need to know
that storing any file only on their C;\ drive is dangerous and a violation of the provision of this DCS.
These files are at risk and they are unsecure.

o Private Files: Both the MDF Program Manager and the Tt COP may keep a locked directory
on the file server and/or certain files only on their hard drives. These normally will concern HR and
sensitive procurement issues.

o Classified Terminology: MDF and Tt staff shall avoid using the terms — Confidential and
Secret when naming files or referring to any file information. These are USG classification names
and have formal USG security definitions. To use these words in file names or on files is a violation
of USG security policy. Staff is encouraged to use instead the word PRIVATE when attempting to
restrict a file or some file information dissemination.

. GMIP Program and Subproject Close Out and Archiving: the QA/QC Manager shall work with
the MDF Program Manager and the Tt COP to close out individual subprojects, contracts, purchase
orders and the overall GMIP program in accordance with instructions from MDF and Tt
management. For closing out subprojects, contracts and POs, this normally will include the QA/QC
Manager working with the MDF PM or the Tt Project Engineer and includes:

o Asking them to make sure that subproject working files to ensure that any items that belong
in the Contract or Project Directory have been moved or copied to those locations

o Asking them to delete any files from temporary folders in the Project Directory and/or
irrelevant material that do not need to be included in the permanent archive. Review the Contract
Directory to ensure it contains all required information and that it is clear of irrelevant material

o Ensuring that any work produced outside of the Project Directory is moved into there

o] Discarding any unnecessary printed/plotted material such as review sets and mark-ups to
avoid unnecessary storage space being used

o Placing copies of subproject staff Outlook *.pst files, in the Project Directory

o Organizing and storing hard copies in boxes and footlockers. It is the QA/QC Manager’s
responsibility to ensure that all hard copy files are properly stored, organized that each box is
marked with what is in it and that there is an index produced for all numbered boxes

. DCS Management : Both Tt and MDF shall appoint a person to be in charge of their DCS.
Both these staff members shall report functionally to the Tt QA/QC Manager however both report
directly respectively to the MDF Program Manager and Tt COP. The DCS Manager and the Tt QA/QC
Manager shall ensure the DCS is functioning, that all staff are in compliance with the provisions of
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this guideline and the DCS is integral to GMIP operations. The MDF Program Manager and the Tt
COP are ultimately responsible to ensure this GMIP DCS is functional and in proper order.

Communications Plan

As shown in Figure 1, there are several lines of formal communication. There are also informal
communications that occur daily at all levels of the GMIP between various staff members. In many
cases these informal communications are important and required to share vital information so as to
prevent problems or simply to keep concerned staff informed as a courtesy. All communications
cannot be planned for or categorized and there should not be an attempt to do so however most
important GMIP communications need to be planned and included in a scheduled and/or recurring
manner. The reason for doing so and therefore having a communications plan is simply to make
sure that information is well distributed to the right people on a timely basis and that there are
records to rely upon to help people remember what was said and/or to what was agreed or left
remaining to be addressed. The key GMIP communications therefore are described as follows:

Meetings and Reporting
i Point of Contact (POC) List

USAID, MDF and Tt should maintain a GMIP POC List that is updated every month. This should be
overseen by the Tt QA/QC Manager and COP and the list should be produced by Tt. It should include
every GMIP concerned staff member within USAID, MDF, and Tt and it should include their name,
title, office telephone number, cell phone number, and email address. The list should also include
Construction Contractor staff data as Construction Contractors come online as contract signing. It
should be widely distributed each month.

ii Weekly GMIP Meeting and Report

In Thilisi there shall be a weekly high level GMIP meeting between USAID, MDF and Tt that shall
include an agenda being produced and minutes taken and distributed. This is the key overall
program reporting and decision making meeting for the GMIP.

iii Other GMIP Programmatic Meetings

From time to time there will be other unscheduled GMIP high level program and subproject
meetings on various subjects that include USAID, MDF, Tt and Design / Construction Contractors. All
GMIP staff members are encouraged to keep minutes of such meetings and ensure that the minutes
are filed appropriately.

iv Subproject Daily On-Site Meetings

Each day prior to beginning work on site, the On-Site Inspector shall meet with the Construction
Contractor Site Manager (Superintendent) and discuss work to be during the day, specific quality
expectations and/or requirements, any deliveries that might be made, any outstanding issues from
the day and/or week before and any preparations for upcoming critical events over the next five
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days. Any outstanding RFls and NCRs should also be discussed. There can be other people at this
meeting if requested by either party or they happen to be on site at the time.

v Subproject On-Site Inspector’s Journal

This Journal should be the basic reference for preparation of the MDF Project Manager’s final
decision on disputes. Therefore, it must be accurate, complete and concise. This is effectively done
by the On-Site inspector taking notes during meetings and during daily inspections and observations
and then writing them in the Journal at the end of the day. Appendix 4 is a set of bi-lingual (English
and Georgian) instructions for completing the daily entry into the On-Site Inspector’s Journal.

vi Subproject On-Site Inspector’s Daily Report

Every day the On-Site Inspector shall make his / her entry into the Journal and then complete the
Daily Report on his / her computer and email it to the MDF Project Manager and the Tt Contract
Manager. Appendix 5 includes the Subproject On-Site Inspector’s Daily Report Form. The On-Site
Inspector shall use this form for each daily report and keep a copy of each daily report in a separate
directory on his / her computer. The report form includes instructions on filling out the report.

vii Subproject Weekly On-Site Inspector Log Submittals

At the end of each week on Friday at noon, the On-Site Inspector shall submit certain logs (reports)
of to the MDF PM, the Tt Contract Manager and the Tt QA/QC Manager. These logs include a
summary report of certain work site actions and activities. The logs are maintained by the On-Site
Inspector and they are included as forms to be filled out in the Appendices. They are further
explained in a following section. These logs are:

o The Request for Information Log (Appendix 8)
o The Material Delivery and Acceptance Log (Appendix 11)
o The Non-Conformance Report / Corrective Action Log (Appendix 13)

viii Subproject MDF Project Manager’s Monthly Meeting

Once each subproject is underway, the MDF Project Manager shall hold a monthly Subproject
Progress Meeting either in Thilisi or on the subproject site as he / she sees fit. The meeting shall be
held on the 7th day of the next month being reported upon (for example for the meeting for the
month of February, the meeting would be held on 7 March). Attendees shall include:

o MDF Project Manager (Chair)

. MDF on-Site Inspector

o Tt Contract Manager (Deputy Chair)

. Tt QA/QC Mangere Tt QA/QC Engineer
o Contractor’s Project Manager

o Contractor Site Superintendent

o Contractor Representative

Other USAID, MDF, Tt and Contractor staff members are free to attend however these other
attendees should realize this is the MDF PM’s meeting and he / she should preside and the direct
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mentioned subproject staff noted above should be the principal meeting participants. The agenda
for each meeting should be:

1. Contractor’s Report (Submitted on 3th day of the next month)

a. Work Done This Month — Physical Progress

b. Highlights and Issues

c. Review of Time Schedule

d. Billing this Month — Budget Progress

e. Measurement and Payment Issues

f. Outstanding RFIs and NCRs

g. Materials Deliveries and Acceptance

h. Samples and Testing

i Potential Variation Orders ad Changes

j. Safety Report (Submitted on 3th day of the next month)

k. Environmental Compliance Plan Report (Submitted on 3th day of the next month)
I Work Planned for Next Month

2. On-Site Inspector’s Monthly Report (Submitted on 3th day of the next month)
a. Quality Issues

b. NCR Issues

C. Other OQutstanding Issues or Points

d. Visitors

3. Other Business

This meeting is crucial and shall not ever be postponed. The Tt QA/QC Manager shall make sure
there is someone from MDF or Tt in attendance taking minutes to this meeting. Minutes from this
meeting shall be sent to all participants within five days of the meeting. Each of the primary meeting
members shall have the opportunity to revise the minutes of this meeting.

ix MDF Project Manager’s Subproject Report

Each month the MDF Project Manager shall issue a Subproject Monthly Report. This report shall be
in the format included in Appendix 6. The report shall include information gathered from the
Contractor’s schedule report and the On-Site Inspector’s daily reports. This report shall be issued
each month on the 12th of the month following the month being reported upon (for example for the
report for the month of February, the report would be due on 12 March). The Tt Contract Manager
shall work with the MDF PM to assist him / her issuing this report. The report shall be issued to the
MDF Program Manager, the Tt QA/QC Manager, Tt’s COP, and the USAID TOCOTR.

Subproject Safety Meetings

The Contractor is responsible to hold safety meetings on site in accordance with the Contractor’s
Safety Plan. These normally should be weekly and cover a wide range of topics. MDF and Tt should
hold their own safety meetings in accordance with their own Safety Plans. The E & HS Manager
should ensure that those meetings that need to be recorded are in fact being recorded and filed. He
shall work with the MDF. Contractor Health & Safety Officers to make sure that Safety Plans are
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being followed and meetings held and minutes kept however it is the Health & Safety Officer’s duty
to manage these plans.

Subproject Contractor Submittals

All Construction Contractor documentation provided as a result of contract requirements are for the
purposes of these Guidelines termed submittals. It is the duty of the MDF Project manager assisted
by the Tt QA/QC Manager and the Tt Contract Manger to make sure that the Contractor complies
with all contract instructions regarding design, material, samples, and periodic document reporting
requirements. In the case where MDF replies are required it is the MDF PM’s responsibility to
ensure that proper response are made and reply schedules are kept. The Tt Contract Manager shall
assist the MDF PM in this.

Subproject Requests for Information (RFI) System

It is inevitable that the contract documents, the drawings, and specifications will not address every
single part of the subproject work that must be done. There may be gaps, conflicts, or confusing
instructions with which the Contractor needs help to understand how to proceed. The goal of the
Request For Information (RFI) is to act as a tool to resolve these gaps, conflicts, or confusing
instruction during the construction process to eliminate the need for costly corrective measures.
Should the response to the RFI lead to additional work during the construction process that
represents added value that cannot be reasonably worked out in the early stages of the
performance of the work, then the Contractor can make a formal claim for additional work or time.
See Appendix 7 for the Request For Information (RFI) Form that also includes instructions.

The GMIP Contractor shall issue an RFI to the On-Site Inspector for all such questions. The On-Site
inspector shall copy each RFl immediately to the MDF PM for resolution with the Tt Contract
Manager. Once an answer is given, the On-site inspector shall complete the RFI form and close out
the RFI. If the RFI leads to a Variation Oder, see the section of these Plan on Variations.

The On-Site Inspector shall also issue the RFI log (summary report) each week at noon on Friday to
the MDF PM, the Tt Contract Manager and the Tt QA/QC Manager. The RFI log Form is included in
Appendix 8.

Correspondence

Various signed correspondence and letters shall be maintained in hard copy files. All outgoing
signed official hard copy correspondence should be photocopied and a copy kept in the appropriate
hard copy file. The DCC Manager shall ensure that such hard copies are also scanned and kept in the
electronic files as well and copied to concerned parties. All incoming official correspondence shall
be scanned, filed electronically in the appropriate file and copied to concerned parties as required.
All MDF and Tt official correspondence should also be numbered and a register kept including the
number, the subject of the correspondence and the addressee with the date of the correspondence.
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Telephone Calls, Skyping, and Videoconferencing

Important telephone calls that are GMIP and/or subproject related should be recorded in notes to
the file or in an email to make sure the agreements and information passed is noted. Telephone
conversations that are not recorded in notes or emails are normally lost as evidence of any
conversation. When carrying out Skyping or videoconferencing meetings consider taking notes and
issuing Minutes or Notes to the meeting.

Emails

Email correspondence can be unofficial or official but its use is encouraged by all GMIP members.
Remember that email etiquette (look it up on the internet) is important to prevent
misunderstandings. Remember to write in a business formal manner and to avoid informalities. All
GMIP staff members should also understand that once you send a message you are responsible for
it. Use the “Copy to” command to add DCC and others to the email to expand the way information is
shared. When writing official instructions or important messages share them with appropriate staff
members and keep a copy in your own email record. Consider printing these messages and filing
them as hard copy files or storing them electronically in the Contract or Subproject files as

necessary.

Training Plan

USAID is interested in and promotes sustainability in USAID funded projects worldwide. This
includes funding training plans for implementers and other host government agencies with which
projects work. For GMIP USAID seeks sustainability benefits resulting from GMIP operations and
activities to Georgia, Georgians, MDF and Design / Construction Contractors. Both MDF and Tt
should seek to define a GMIP Training Plan that addresses staff needs and also includes Design /
Construction Contractor staff. There are also informal and formal training courses and methods of
training. There are also training activities that have costs attached and training activities that do not.
Developing a training plan may involve project funding. In this event, discussions are needed with
USAID to approve an overall GMIP training plan. In order to obtain USAID approval the project
training should not only benefit staff members and MDF and the Design / Construction Contractors it
must also directly benefit the project.

Developing a training plan that has a cost attached will require USAID approval. MDF and Tt are
encouraged to develop and submit such a training plan to USAID but in any event many of the ideas
here can be used for training now as they do not have a cost.

There are three parts to any project training plan:

o Who will be trained?
. What will the subject of the training be?
. How will the training be done?
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Goal: To train MDF, Tt and Design / Construction Contractor staff members in skills that will assist
them in the GMIP implementation and in future planning, design and construction of quality
infrastructure in Georgia

Training Modalities: Training can be imparted to staff in several ways in a mix of paid and unpaid
training, certificate award and non-certificate award training, and also formal and informal settings.
. Formal Courses Offered Outside of Georgia: These courses normally involve travel, per-
diem, and course registration fees, not to mention the cost of lost staff time in country on the
project. Having said that, these certificate award courses normally offer very specialized advanced
training opportunities that can be important to the project and to staff. Itis not abnormal to include
perhaps two of these training courses (two people) per year each costing say $5,000 per trip/course
under such a project as GMIP. Again, USAID must approve the use of project resources for such
training

o Formal Courses Offered in Georgia: From time to time courses will be offered though the
universities or professional societies or even business schools that benefit the project. These
courses are certificate award courses can be quite good at developing needed project skills and they
can also be set up for the project at the request of the project so as to train as many people as
possible in one or two or more settings. These courses normally cost less per person than off-shore
courses but can be very good. As it involved cost USAID must approve, but having say 20 to 30
people trained in such courses per year at say $400 per person is not unusual for such a project as
GMIP

. Formal Training Workshops: When the opportunity arises the Tt COP should have STTA staff
provide one day training workshops when they are in country. These training workshops typically
have little cost other than that of space and refreshments however as there are costs involved USAID
approval is still necessary. GMIP should try to have at least three four to six of these types of
training courses per year

o Informal Set-Aside Time Training: These one or two hour informal training courses can be
arranged by a GMIP Tt and/or MDF staff member simply becoming proficient in a subject on the
internet and presenting what was learned and found. They require energy and a spirit of learning.
They also sometimes require management to direct staff to do this. It is not an onerous task but one
that offers a great deal of return for little investment. Tt should develop a program of such training
courses for contractor and MDF staff and then challenge their staff to lead these sessions once the
program starts to move forward. Subjects can include specific software “how to’s,” safety training,
and engineering technical subjects.

These courses can be:

. Brief lessons in many subjects and can be delivered by Tt staff for MDF and Design /
Construction Contractor staff

. Internal Tt staff on Tt staff training or MDF staff on MDF staff training
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o On-the-Job Training: This may be the best training option on the GMIP project. Design /
Construction Contractor staff may be the largest beneficiaries to this training. Tt staff meetings with
the Contractor offer a good opportunity to explain the elements of quality control and other job
performance pointers.

Training subjects: A training program needs a course of training subjects that are determined to be
useful to the staff of the project. For GMIP a beginning menu of training subjects is easy to establish.
For all MDF, Tt and Design / Construction Contractor staff they are listed below. For each staff
member the training need may differ in terms of whether that person should receive beginning or
more advanced training but this menu offers a good start at defining the skills that if improved
would benefit the project

e General Project Related
o English Language Skills
Ethics
Technical Writing
Report Writing
MS Word
MS Excel
o MS Project
e Technical Training
o Project Management
Contract Management
Construction Management
Inspection / Observation
Specification Writing
Cost Estimating
QA/QC
o DCC
e Safety Training
o Construction Equipment and Clothing
o First Aid

O O O O O

O O O O O O
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Construction Management Guidelines and Quality Control
Subproject Studies and Design

All MDF produced feasibility studies, design studies, designs — drawing and specifications and
contract documents that are carried out either internally or by others require quality control and
assurance. For GMIP MDF should attempt to establish its own internal system of document and
deliverable QC that includes the checking and verification of the work of others. The MDF Program
Manager should seek assistance from Tt to develop any internal QC systems for the production and
checking of

. Procurement RFPs

o Procurement Advertisements

o Pre-Bid Meeting Agendas

o Feasibility Study SOWs

o Design Study SOWs

o Production of Drawings and Specifications
o Production of Contract Documents

In accordance with its Task Order SOW, as a QA step, Tt shall review all MDF produced GMIP
documentation as noted above and provide comments and recommendation to MDF to correct or
make changes to such documentation so as to ensure that best practices are included, the desired
resultant work will be obtained through the procurement, and that the resultant work complies with
applicable Georgian and US laws and standards.

Both MDF and Tt need to pay close attention to ensure that proper Georgian, Russian, Eurocode, or
IBC standards are being applied to all design work and that any deviations from code are fully
explained and approved by USAID. This also applies to all materials and methods used in GMIP
construction. Also, all drawings and specifications provided by others shall be arranged and
produced so as to comply with standard layouts and best industry practices. This is especially true of
drawings. All RFPs for design work shall include a standard set of instructions for engineering
drawing layout and production.

Tt is the review of drawings and specifications should establish checklists for each type of MDF
produced work being reviewed and fill out review documents and forms using these checklists.
Further all such Tt reviews shall be signed and dated by the reviewer and transmitted formally to
MDF with copies to USAID. All reviews shall ensure to take into account:

o Functionality

o Performance

. Legal and Regulatory Compliance

. Industry Codes and/or Standards

o USAID Requirements

. Future Owner Agency Requirements (MRA, GUWC, Municipalities, MoA, etc.)
. Information derived from similar projects

. Other requirements essential for the design and development
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For each subproject and potential contract Tt shall also promote the development and production of
an Engineer’s Cost Estimate at the end of the Design phase just prior to procurement so this
estimate can be used as a basis of bid cost review. While the MDF Operations Manual does not
specifically call for this, this is a normal step in USAID funded project procurement. Needless to say
such Engineer’s Estimate needs to be held close during procurement.

Subproject Procurement

In accordance with its USAID Implementation Letters, MDF shall use their Operations Manual for the
management of all study, design and other procurement and all subproject construction
procurement. Tt shall provide QA review of the pre-procurement process and procedures, SOWs,
RFP documentation, award decisions and evaluation documentation and shall recommend
concurrence or other actions to USAID based upon their reviews. Tt shall provide these services in
accord with its USAID GMIP Task Order SOW.

MDF and Tt shall pay particular attention to Pre-Bid meetings as the best opportunity to ensure that
potential bidders understand the terms and conditions of RFP documentation. These meetings need
to have MDF leadership and Tt participation.

Tt shall assist MDF in tracking USAID approvals of the procurement steps as included in the MDF
implementation Letters and shall create and file USAID approval step checklists.

Pre-Design / Pre-Construction Conference

Along with the Pre-Bid Meeting the Pre-Design or Pre-Construction Meeting is the most important
meeting of the subproject. During this meeting, MDF and Tt can ensure that the Design /
Construction Contractor understands without a doubt what will be expected of them and how their
work will be monitored, inspected and observed. Appendix 9 includes a Pre-Design / Pre-
Construction Conference Agenda with instructions how to set up and organize the conference.

Here MDF and Tt staff will be able to coordinate how project work will be performed and controlled.
In particular, this is the time to talk about quality measures and the results that you expect. Go over
your quality assurance and quality control policies and procedures. And, be sure to use the forum to
reinforce your culture of quality and extend it to all stakeholders.

On-Site Field Inspection

Project on-site inspection is provided to ensure that the Design / Construction Contractor’s work
complies with the contract requirements. Many details of construction are not specifically covered
in the contract, drawings and/or specifications and are optional with the Contractor as to how
he/she may approach them. However the On-Site Inspector must always verify that proper practices
are followed and guard against the use of unsatisfactory materials or faulty methods. Inspection is
one of the most important elements of construction and contract administration. Good engineering
design and properly prepared drawings and specifications are essential for a quality end product
however ensuring that specifications and drawings are adhered to on the construction site depends
largely on the On-Site Inspector. This is especially true of more complex projects such as general
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building construction that involves field-made products whose quality is dependent on use of
satisfactory materials and workmanship.

On-Site Inspection is normally carried out under GMIP by the MDF’s On-Site Inspector but can also
be carried out by the MDF PM or even the Tt Contract Manager with MDF consent. In order to
provide inspection properly it is important to keep the following guidelines in mind:

. Know the drawings and specifications and enforce them

. Report promptly to the MDF PM any conditions that differ from those in project drawings
and specifications

. If work is not being performed in accordance with drawings / specifications, complete and
submit a Non-Conformance Report to the Contractor, advise the MDF PM and note this in the
Daily Journal and Daily Report. If the work is not immediately corrected, orif  thereisa
disagreement, consult the MDF PM

o Consult the MDF PM if a question arises that you cannot answer

o Make an accurate, comprehensive record of all work inspected by completion of Daily
Logs while on-site

o Be professional in manner, but not overly familiar with the Contractor’s personnel.

Maintain a courteous and tactful attitude, but never become complacent in inspection
duties. These people are not your friends

Do not waste workers’ time with unnecessary conversations

o Issue instructions to the Contractor’s Superintendent or authorized representative only.
Never issue instructions to a foreman except in cases involving personnel safety

Do not argue. Refer disputed interpretations to the MDF PM and use your best judgment
prior to a response

o When relieving another Inspector, check on the status of work and any special instructions.
Pass on pertinent and current information to the Inspector succeeding you

o Report all unsafe practices to the MDF PM and advise immediately of any accidents

o Be courteous to the public, visitors and MDF and Contractor personnel. Do not give
disrespectful answers to what may seem simple questions. The public is entitled to
courteous and thoughtful answers

This Plan depend on the use of several forms that must be completed and then distributed in order
to ensure work specification compliance. Notes on the use of these forms and the forms are
included within these Guidelines and the Plan. The On-Site Inspector and the MDF PM must be

diligent in using these forms and forcing the Contractor to use them as well. Failure to do so will
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lead to breakdowns in quality and construction work performance. The On-Site Inspector also must
be committed to acceptable contractor performance and quality construction.

Quality Control Record Keeping

The On-site Inspector must have a way to keep hard copy files and records. Whether it is file cabinet
a bookshelf or boxes, he / she needs file folders and office supplies. Simply having large piles of
unsorted paper will not be sufficient. Not keeping records is also unacceptable. He / she must also
have directories set up on his / her computer that contain the completed reports, the forms and
other correspondence in an organized fashion. The Tt QA/QC Manager shall make sure that each
On-Site Inspector understands these requirements and has organized hard copy and electronic files.
Hard copy (HC) and electronic (E) files shall include:

o The Daily On-Site Inspector’s Journal (HC)

o The latest drawings and specifications (HC and E)
. A copy of the contract (HC and E)

o The Daily Reports (E)

o NCRs (HC and E)

o Material Delivery and Acceptance Reports (HC and E)
o RFls (HC and E)

o Contractor Submittals (HC)

. Testing Results (HC)

o Inspector’s Photographs (E)

o Check List as (HC)

It is also important to remember that the On-Site Inspector needs access to a printer on site. The
Contractor shall provide such a printer in the Contractor’s Construction Office.

Budget, Schedule and Physical Progress Control

The Construction Contractor is responsible to ensure that the work is not only done in accordance
with the terms of the drawings and the specifications, he /she must also ensure the work is done in
accordance with a budget and schedule that is produced by the Contractor at the beginning of the
subproject and presented in the Pre-Design / Pre-Construction Conference. The Contractor shall
produce a monthly report to the MDF On-Site Inspector and the MDF Project Manager that shows
monthly budget and schedule progress. This report shall be used to judge subproject progress along
with examining physical progress. In cases where budget, schedule and/or physical progress
become problems due to the Contractor’s inability to keep to schedule or contract time
requirements, the On-Site Inspector and the MDF PM may require the Contractor to submit a
Corrective Action Plan (CAP) that details how the Contractor intendeds to bring the work back to
schedule.
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Material Management
Deliveries, Acceptance, Rejection, Storage

Appendix 10 includes a form that the On-Site Inspector shall use to record all materials deliveries to
site and their acceptance and/or rejection. The On-Site Inspector prior to receiving any material
should have approved a sample of that material provided by the Contractor. The sample shall meet
the terms of the specifications in order to be approved. The Inspector can also accept some but not
all material. In the case of all rejected materials, the Inspector shall inform the Contractor to remove
those rejected materials from the site immediately or within a reasonable amount of time but never
more than 72 hours. All materials shall also be properly and neatly stored on site while they are
waiting for use on the project. This includes no material touching the ground and wood and other
MEP materials covered to protect them from rain and snow. If the Inspector has any questions
about how materials are to be stored, he / she shall seek guidance on the subject.

The On-Site Inspector shall also issue the Material Delivery and Acceptance Log (summary report)
each week at noon on Friday to the MDF PM, the Tt Contract Manager and the Tt QA/QC Manager.
The Material Delivery and Acceptance Log Form is included in Appendix 11.

Samples, Manufacturer’s Certificates and QC Testing

Material samples brought to site by the Contractor must be approved or rejected by the On-Site
Inspector or the MDF PM. Prior to any material delivery material samples must be approved in
accordance with Sub-Project Contract Requirements. The On-Site Inspector shall keep all accepted
and rejected material samples and tag each one with date of receipt and action taken. Along with
actual physical material samples, the Contractor shall also provide the On-Site Inspector and the
MDF PM with manufacturer’s written material specifications that demonstrates the material meets
the terms of the contract specifications.

At the beginning of the project the MDF PM, the On-Site Inspector, the Tt Contract Manager and Tt
QA/QC Manager and the Construction Contractor’s Representative and the Contractor’s Site
Manager shall meet and develop a raw material and finished work Testing Plan for the subproject.
The Testing Plan shall be included in the Contractor’s QC Plan and laid out according to requirements
of the specifications in terms of the material to be tested, the finished work to be tested, the tests to
perform, and the frequency of the tests. The frequency can be according to some number of tests
per KG of material delivered or SQM or CM of work completed. Once this Testing Plan is agreed
upon, it shall be followed from the beginning of the project. Most of these tests will require samples
to be taken and delivered to a testing laboratory. The Contractor is responsible to propose a
certified laboratory and arrange and pay for the transport and testing of all samples.

Random tests shall also be carried out by the On-Site Inspector such as concrete slump tests,
aggregate sieve tests, sand settling tests, paint thickness and wood moisture tests.

All test results from Laboratories shall be delivered to the On-Site Inspector, the MDF PM, and the Tt
Contract Manager by the Contractor as soon as they are available. The On-site Inspector shall make
sure that any work that was tested remains uncovered and unfinished until passing test results have
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been submitted by the Contractor. If failed test results return, the On-Site Inspector shall issue an
NCR and the Contractor shall remove and replace the failed work or material.

Acceptance of the Work — Non-Conformances

There are two methods to accept completed work. First is to inspect each part of the work as it is
completed and provide acceptance certificates for each part as they are completed. The second is to
observe the work as it is going on and provide non-conformance reports (NCR) to the Construction
Contractor when the work does not meet the requirements of the drawings and/or specifications.
GMIP inspection and work acceptance is based upon both approach. When there are instances of
the following issues, the On-Site Inspector shall issue a NCR to the Contractor:

o Unsuitable or incorrect materials used
o Poor preparation and workmanship
o Failure to comply with terms of the drawings and/or specifications

The NCR form is included in Appendix 12. Instructions on how to complete the NCR are also
included on the Form. The Inspector shall discuss the non-conformance with the contractor and
develop a plan to correct the non-conformance as soon as possible. The second half of the NCR is
documenting the required corrective action and then recording when it is completed.

The On-Site Inspector shall also issue the NCR Log (summary report) each week at noon on Friday to
the MDF PM, the Tt Contract Manager and the Tt QA/QC ManagerEngineer. The NCR Log Form is
included in Appendix 13.

If there are any disputes concerning NCRs the On-Site Inspector shall refer the issue to the MDF PM
and the Tt Contract Manager to assist in explanation to and resolution with the Contractor.

The MDF’s On-Site Inspectors shall maintain the stage / work part inspection check Lists during the
work and submit it weekly as an attachnment to the weekly report to GMIP PM, Tt’s Contract
Manager and Tt's QA/QC Manager.

Upon completion of Stage / Work Part, the MDF’s On-Site Inspector will close the check list and
submit it with attached test reports, hiden works and stage / work part’s acceptance report and any
applicable for this stage / work part documents (RFls, VORs etc.) to MDF’s PM, Tt’s Contract
Manager and Tt's QA/QC Manager.

Contractor Monthly Payment Procedures and Approvers

Design / Construction Contractor Monthly Payment Requests, Forms and procedures shall be those
that are included in the Contract and the MDF Operation Manual. The MDF’s PM and On-Site
Inspector shall verify in writing all Contractor Bid Item measurements and Tt Contract Manager shall
have signature approval of the final payment form prior to MDF submitting it to USAID for payment.
The Tt QA/QC Manager shall make sure that processes to ensure prompt Contractor payment are in
place and that proper verification is occurring in accord with the Contract and the MDF Operations
Manual.
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Work Changes — Variations

Changes to the Contract and the Contract Documents can only be made in accordance with the
terms and conditions of the Contract. When changes are contemplated however, the Contractor
shall issue a Variation Order Form (see Appendix 14 for the Form). The Variation Oder issued by the
Contractor shall not have a number and shall be considered a Potential Variation Order until it has
been approved and signed by the MDF PM. The Form also includes instructions.

Site Safety and Environmental Compliance

Each GMIP Contractor will in complying with their design / construction contract produce a Quality
Control Plan, a Safety Plan, and an Environmental Compliance Plan. The Tt QA/QC Manager shall
work with the Design / Construction Contractor to assist them in the preparation and
implementation of these plans. He/ she shall also make sure that the Contractor’s QC Plan is
harmonized with this Plan.

The On-Site Inspector shall also monitor the Contractor’s compliance with their QC, Safety and
Environmental Compliance Plans. Failure to comply with their plans should be recorded by the On-
Site Inspector.

The On-Site Inspector shall closely monitor the Contractor’s Safety and Environmental Compliance
Plan to ensure that the conditions of these plans are being met. Non-compliance of these plans shall
be immediately reported to the MDF PM, the Tt QA/QC Manager, the Tt Contract Manager and the
Tt EH&S Manager. Non-compliance with these plans may be grounds for work stoppages. Non-safe
practices by the Contractor on site should not be tolerated by MDF and Tt staff.

Final Inspections and Subproject Handovers

The final inspections verify that the completed works and items are in conformance with the
requirements of the drawings and specifications. These final inspections also verify the operational
readiness of systems and items. For GMIP, USAID must approve the final inspection of the
subproject. To this end, Tt will perform final inspection on behalf of USAID prior to USAID approval.
Therefore, when the Contractor calls for Final Inspection to MDF the following process shall be used
to obtain final USAID approval:

o MDF carries out its own final inspection with the Contractor in accordance with contract
conditions and it Operations Manual

o When MDEF is satisfied that the project is ready for final Tt inspection, MDF will formally
request Tt final inspection using the letter form in Appendix 15

. Tt’s Contract Manager shall schedule a Final Inspection and conduct it. This inspection shall
be led by the Tt Contract Manager and shall include the MDF PM, the On-Site Inspector, and the
Contractor’s Site Manager

. The Tt Contract Manager shall issue a Final Inspection Punchlist of any and all items that
require attention prior to Tt issuing their final inspection certificate to USAID. This Punchlist form is
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included in Appendix 16. Items on the Punchlist may include completion of subproject paperwork
and filing such as As-Built drawings or Contractor files being ready for handover

. The Contractor addresses all of the Punchlist items and the Tt Contract Manager confirms
their completion

. Once the Punchlist items are completed, the Tt COP will issue the Final Inspection certificate
to MDF and USAID certifying the work is complete according to the contract documents. Appendix
17 includes this form letter

. After this certification letter is received by USAID and MDF, USAID should write their own
final approval letter of the subproject to MDF with a copy to Tt

. MDEF is at this point free to initiate handover of the completed subproject to the concerned
GoG owner Agency in accordance with its Operation Manual

Defects & Liability Period

MDF staff shall manage the Subproject Defects & liability Period actions and inspections with
monitoring provided by the Tt Contract Manager. Inspection reports and completion certificates hall
be approved by USAID.
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Quality Assurance

Auditing the GMIP CM & QA/QC Plan should occur in three ways during GMIP performance as
follows:

o Overall Plan Audit
. Subproject Audits
. Regular Spot Check Audits

These are described herein however, it should be remembered that GMIP is a project with a limited
time of performance. While ensuring the system is being used and that it is useful is important, it
may be more important to ensure that Subproject Quality Control is occurring than to spend
resources performing system checks and modifications. So, both MDF’s Program Manager and Tt
GMIP COP should be consulted prior to undertaking a system wide overall audit.

Overall Plan Audits

An overall CM and QA/QC Plan Audit should only occur twice during GMIP. Once within say four
months of adoption and once at what is determined to be the mid-point of the construction
program in terms of project finances expended.

The initial Audit should be a “shake down” that goes over the entire plan with Tt Contract Manager,
MDF Project Managers and MDF On-Site Inspectors. It should start with an office meeting in Thilisi
and include field visits to sites. It should result in obtaining feedback from these three groups and
making modifications (additions, subtractions, changes) to the system that streamline it and
strengthen it. It should not result in changes that simply reduce its scope or its documentation
burden without solid reasoning. The purpose of this audit is to fine tune this document and the
overall system.

The mid-term audit should be similar in scope and result in changes based on the use of the system.
Again, the goal is to strengthen the system not make it simply easier without good justification.
Both of these overall audits should be conducted as follows:

o Announce the Audit formally including details and schedule

o Select an Audit Team of say one USAID Program Specialist and one MDF’s Program Manager
or PM and the Tt QA/QC Manager who should lead the Audit

. Carry out a Pre-Design / Pre-Construction meeting in Thilisi — keep minutes of the meeting

. Interview Tt and MDF managers, engineers and PMs in Tbilisi. Prepare a brief questionnaire
to document responses

. Interview the USAID TOCOTR

o Interview selected On-Site Inspectors and Design / Construction Contractor staff
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. Write up findings and recommendations. Present them to the same group from the initial
meeting. Discuss recommendations

o Submit final report to Tt COP and MDF Program Manager.

Subproject Contract Audits

After each Subproject begins and is proceeding apace, an Audit of the Subproject / Contract
compliance with the CM and QC Plan needs to be performed at about the 20 to 25% physical
performance completion level. Each of these audits should be quick and result in any required
Guideline and Plan compliance and/or performance changes by MDF and Tt staff members that are
found during the audit. These audits should take no more than ten calendar days to perform from
announcement to submission of the Audit Report. Compliance actions by the MDF Project Manager,
Program Manager and or the Tt COP need to also be handled within a five day calendar time window
after the review of the Audit Report. The need to have the results of this audit acted upon quickly is
to prevent and correct substandard quality control practices during construction. These Subproject
audits need to include;

o Description of QA audit scope and announcement

o Identification of auditors — this should be a two or three person team (the Tt’s QA/QC
Manager, and at least one if three following — Tt Contract Manager, COP, and/or USAID Project
Specialist)

. Discussions / interview of MDF PM and Design / Construction Contractor Home Office staff —
using a standard interview forms. This include review of records

o Field Trips to Site — interviews with MDF On-Site Inspector and Contractor Site Manager and
review of completed CM forms, On-Site Inspector and Contractor files

o Summary of audit results in Report

e Details of specific non-conformances observed
e Recommendations for correcting
e Date of required response by the Party responsible for the non-compliance
Follow up actions by Tt's QA/QC Manager including compliance follow up report to MDF PM and

Program Manager and Tt COP

Tetra Tech and USAID Inspections / Observation Visits — Compliance Spot Checks

Each Tt Contract Manager inspection visit and each USAID Project Specialist observation visit should
include a quick review of the use of the CM and QA/QC Plan by the on-site Inspector and the Design
/ Construction Contractor. The QA/QC Manager should review their trip reports with this in mind
and regard each of these trip reports as a Plan compliance spot check that results in him / her taking
action to ensure that the provisions of this Plan are being followed. The level of that action from a
simple telephone call, an email, or a more intensive intervention is left to the discretion off the
QA/QC Manager, however that response needs to be such so as to ensure that substandard
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construction is not allowed, will not be accepted, and will not be paid for under the project —
without exception.

It is also suggested that this Subproject CM and QA/QC Plan Audit also be carried out with a
concurrent Subproject Contractor’s Safety Plan and Environmental Compliance Plan review at the
same time. For all Tt Contract Manager visits, not just for audits, Tt Contract manager and all Tt staff
shall use the form in Appendix 18.

Compliance

Requiring changes in behavior sometimes causes disruption in operations. The Tt QA/QC Manager is
responsible to ensure that these provisions of the Plan are being followed and that their use is
resulting in the expected level of quality control in the finished GMIP construction work. From time
to time it will be necessary to address non-compliance. The QA/QC Manager is responsible to
ensure that:

o Contractors comply with the provisions of this document through instruction from MDF and
to some extent Tt staff. Contractor failure to comply needs to be dealt with by MDF PMs and the
Program Manager. In cases where this direction is not being effective, the QA/QC Manager needs to
direct the attention of the Tt COP to assist in issue resolution. In cases where construction-work
quality is suffering due to contractor non-compliance and MDF inaction, the COP need to request
USAID to intervene to prevent any completed substandard work being accepted and/or paid for.
Any all actions at this level of intervention need to be well documented

o MDF failure to oversee the compliance of the provisions of the Plan need to be brought to
the attention of the Tt COP. The Tt COP needs to address such issues within MDF. MDF PMs and the
Program Manager need to correct any such deviations from these provisions. The Tt COP should
also if necessary ask USAID to intervene with MDF up to and including the removal of MDF staff from
GMIP. Again, all such instances of such action at this level need to be carefully documented

o Tt staff that do not comply with the provisions of the Plan should also be requested to
comply and if failing this, the QA/QC Manager needs to bring this to the attention of the COP for
action up to and including disciplinary action
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APPENDICES

Municipal Infrastructure and Irrigation and IDP Housing Rehabilitation Project
Quality Management System — QA/QC Plan (Draft)

36



Appendix 1 - REFERENCES

General Reference Documents

a) Title: Construction Guidelines And Quality Assurance / Quality Control
Plan.
Contract: AID-EDH-1-00-08-00027-00, TASK ORDER: AID-114-TO-11-00002
Doc. No: CMGQAQC PLAN Draft 19512
b) Title: Doc Control Police
Contract: AID-EDH-I-00-08-00027-00, TASK ORDER: AID-114-T0O-11-00002
Doc. No: To be Inserted

Sub-Projects Reference Documents (will be modified upon contracts award)

a) Title: Deliverables Schedule
I. Contract: USAID/W/ICB/01-2011
Doc. No: 12 06 27 Bldg10_QAC Submittals and Deliverables Schedule_TT D2
Il.  Contract: USAID/W/ICB/02-2012
Doc. No: 12 06 27_Irrig_QAC_Submittals and Deliverables

Schedule_TT_D2

b) Meeting/Reporting Plan

I. Contract: USAID/W/ICB/01-2011
Il.  Contract: USAID/W/ICB/02-2012
Doc. No: 12 06 28 Irrig & Bldg10_QAC_Meetins Schedule_TT D1

c) Project Schedule (per Sub-Project)
(To be Provided by the Contractors)

d) QA/QC Forms
. Contract: USAID/W/ICB/01-2011
Doc. No: 120703 Bldg10 QAC Forms _TT_ D3
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Il. Contract: USAID/W/ICB/02-2012
Doc. No: 120705 Irrig_QAC _Forms_ TT_ D3
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Appendix 2 — Map of Georgia
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Appendix 3 (a) — MDF On-Site Inspector Job Description (English)
Georgia Municipal Development Fund (MDF) |

Thilisi, Georgia

A. Position Information

Title: GMIP On-Site Construction Inspector
Functional Supervisor: Project Manager

Duration: 12 months (with possibility of extension)

Duty Station: The incumbent shall be stationed primarily close to on-site GMIP construction
operations that are being implemented all over Georgia as designated by MDF and will be called
upon to visit and carry out inspection work on other nearby sites as needed and directed. The
incumbent shall not be based in Thilisi.

B. Job Description

Under the USAID funded Georgia Municipal Infrastructure and IDP Housing Rehabilitation Project
(GMIP) MDF will be managing several construction contracts all over Georgia. This includes
providing on-site, full time, construction supervision and inspection. Construction activities may

include:

1. The Rehabilitation of Existing Multi-Story Buildings;

2. The Rehabilitation of Irrigation Systems;

3. Road, Street, Bridge, Culvert and River Protection Works Rehabilitation; and

4. The Construction of IDP Cottage Water Supply and Wastewater Collection/Disposal

System Improvements

MDF will field between 30 and 40 On-Site Construction Inspectors on GMIP. Under the direct
supervision of the Project Manager the On-Site Construction Inspector shall perform the following
principal functions on the Contract(s) tow which he/she is assigned:

1. Liaise with MDF Officials, Tetra Tech Engineers, Officials from Other Government of
Georgia Agencies, and the public

2. Oversee the Construction Contractor Daily Works
3. Oversee and Manage Site Safety
4, Oversee and Manage Site Environmental Compliance;
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5. Oversee and Manage GMIP Construction Quality Control Activities
6. Maintain a Daily Log Book and Site Diary

7. Create, transmit and file Daily, Weekly and Monthly Reports

It should be noted that the On Site Construction Inspector may have inspection responsibilities
under one or more than one Contract. And he/she could have work going on under one or more
Contracts at up to say 30 sites (the high number would be for instance on Contracts where there
might be several street improvements in a municipality under one Contract.

C. Specific Duties
1. GMIP Project General Engineering and Coordination:
a. Work with GMIP MDF and Tetra Tech staff: As required and directed, the incumbent

shall work closely with staff in the planning, design, execution, monitoring, and reporting
of completed, ongoing and planned infrastructure projects;

b. Work closely as needed with Officials, Engineers, and other staff with Government of
Georgia Agencies as delegated by the MDF Project Manager; and

C. Meet with and give information to the public as directed by MDF.
2. Work On-Site with GMIP Construction Contractors:
a. Maintain an up to date set of contract documents in his / her possession for each GMIP

project upon which they are working including contract, drawings, specifications, safety
plan, quality control plan, environmental compliance plan and any other relevant
document needed for reference with the Contractor;

b. Daily, full time presence on-site at sites included under Contract assigned to Site
Inspector including observing the quality of all work on-going each day;

i Interpret Contract Documents for the Construction Contractor with telephone
and/or email contact with MDF Project Manager if required; The On-Site Inspector shall
encourage the use of the Contractor Request for Information (RFI) system including keeping
RFI generated documentation;

ii. Conducts on-site inspections to evaluate construction work in progress, ensures
work is in compliance with plans, specifications, and codes. Independently rejects
substandard work, substandard workmanship or out of specification materials;

iii. Check and verify all survey horizontal and vertical control points and survey lines;
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f.

iv. Supervises and/or performs on-site testing to ensure all required tests are
performed. Writes up any issues in Non-conformance reports (NCRs). Recommends
corrective action on failed tests. Records Corrective Action Report when deficiencies are
corrected;

V. Maintain a Daily Log of all work and all activity on site each day. The format of the
Daily Log shall be as provided to the On-Site Inspector;

vi. Photograph work every day with particular reference to issues, important work
junctures and milestones and download and store photo-files every day on their MDF
provided computer;

vii. Check Material and Equipment Storage areas to ensure that all material and
equipment is properly and safely stored and that no rejected material stays on the project
site longer than 48 hours;

viii. Ensures the overall job site is well kept, cleaned, and organized to prevent accidents,
promote good traffic flow, and present a neat and workmanlike appearance;

iX. Ensures the Health & Safety and Environmental Compliance Management Plan is
used in site management and that their application is strictly enforced. The On-Site
Inspector shall pay special attention to ensuring that the public is well protected while they
are in close proximity to any activity, on-site and off-site, related to the project;

X. Ensures the site is well secured by the Contractor during construction work hours
and after hours as well;

Ensuring completed work quantity measurements and material usage follow initial plans;

Analyzes and tracks the construction progress schedule to ensure work completed versus
approved contract time schedule of schedule of financial values is accurate. Compares
progress schedule to the Contractor’s Monthly Pay Application to substantiate payment
request;

Inspects all delivered materials to ensure compliance with specifications and undamaged
condition, rejecting all materials that do not meet requirements.

Ensuring all construction is in compliance with applicable Government of Georgia, MDF and

any local rules and regulations and local national and local laws;

g.

Coordinates activities and schedules with other national and local utility companies,
Contractors, property owners and other Municipal departments as required;

Resolves conflicts with Contractors within scope of authority. Works closely with the
MDF Project Manager to ensure that he/she does not overstep authorities;

Ensures that all work associated with the project both on and off site is performed in
accordance with safety policies and procedures;
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If requested, provide technical review of Contractor submittals and Requests for
Information (RFIs) and construction methods as directed by the MDF Project Manager;

Certifies in writing at the completion of each construction activity that the work was
constructed according to contract documents, and confirms that the contractor has
provided all required material certificates, O&M and testing documentation before the
Contractor Notice of Completion is filed; and

The incumbent shall schedule and hold regular daily, weekly and monthly meetings and
schedule periodic special meetings with the GMIP Construction Contractor Supervisor  for

the purpose of formal coordination of the work:

Contract Management
Maintain close contact with the MDF Project Manager regarding any Contract question;

Monthly Payment Requests: With the Contractor’s Representative, check, measure and
verify completed work quantities as required to check Contractor payment requests;

Variation Requests: Check Contractor submissions for completeness and accuracy and
send them onto the Project Manager for final decisions and action;

Communications: Receive and review any and all letters from the Contractor and begin
action if necessary with MDF Project Manager and other concerned MDF staff; and

Disputes: Record any actions/discussions by/with the Contractor that might lead to a new
or contribute to an existing dispute. Provide the Project Manager with information
regarding any on-going dispute;

Record/File Keeping/Reporting:

i Record all observations (including supplemental photographs, field notes, work
locations, type of equipment used, material on site, material used, contractor personnel on
site, and conclusion whether work was performed according to contract documents) in each
site visit in the On-Site Inspector’s Daily Dairy and in Hard copy and electronic Inspection
Forms (forms for these records will be provided by MDF);

ii. Maintain a Material Delivery, Inspection and Approval/Rejection Log electronically
and in hard copy (forms for these records will be provided by MDF);

iii. Maintain a RFl log electronically and in hard copy (forms for these records will be
provided by MDF); and

iv. Maintain a log of all Non-conformance Reports and Corrective Action follow up
reports electronically and in hard copy (forms for these records will be provided by MDF).
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D. Essential Qualifications

1. Two years (minimum) construction inspection/observation experience and QA/QC
experience;

2. Professionally well-organized with an attention to detail with a history of meeting
deadlines;
3. Understands and can interpret drawings, specifications and contract terms and conditions.

Has ability to sketch engineering quality construction details and plans for use with
Contractors or with MDF Project Managers;

4, Understands Georgian building and construction regulations;

5. Understands safety and environmental issues on construction sites;

6. Ability to operate simple survey equipment;

7. Has some experience carrying out construction management on teams in the field;

8. Has some skill at negotiating with Construction Contractors avoiding conflicts;

9. Must have a level of physical fitness required to climb simple ladders and scaffolding, and

move through smaller than usual openings and stay on his/her feet for hours at a time and
generally working effectively on a construction site;

10. Ability to work independently;

11. Very good oral and written communications skills, working knowledge of English (Oral and
Written);

12. Proficient using Microsoft Word, Excel and MS Outlook; and

13. Ability to work with and direct Contractor staff, engineers, skilled and unskilled laborers.
E. Education

1. B.S., Civil Engineering or related engineering from an accredited university preferred;

2. Certificate in Civil Engineering ore related field from an accredited technical school

required; and

3. Work experience may be substituted for formal education however in this case, attention
to the Skills (Section D) requirement will be magnified.
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Appendix 3 (b) — MDF On-Site Inspector Job Description (Georgian)
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. Jobosbml gargJ@®mbymo s ©sdgkoomo gg@lbogdo Fomdmeygboeno
doloangdols, 0bli3dgJBo®gool s domgds/godygmgol wmgydgb@scools (3
hobo(g@gools gm@Igdols dmdbowgdsl b Ybggerymals dyx);

IV. dgobobmls gegdB®mbymo s odgkwogro gg@dlLogdo dgyb@yen gdgeo
Lodygdoml s dgdymd asdmbsbfmmgdgemo Jdgogdgdol sdbsbggero

obgo®0dgool (o3 hobo(g®gdols gm®Igdols ImIbowgdsls §b@ybggaymesls
329).

©. >930@gdgmo 153305035300 dmnbmgbgdo

@ Feosbo (byger 33009) aodmiLoemgds 3dgbgdamdols
0bb3gJHoMgds/bgsdbgrggmmmdsdo s badolbol gb@ybggarymas/bs@olbols
3MbAOmeols 3gmbom;

30250 Mm@y560bgdyeo, wBomgdby MmM0gbGoMgdgmo s Lodydsmls
EOMYms© dgbergemgdols obGm@oom;

9bws dggdenml bobobgdol, L3gE0803530900L s bogmb@®sd@m 3oMmmbgdols
2308900 s oblibs; dggdenml Loddgbgdam ©g@oegdol s 2gadols dembobsbols

3939mgds 3mbGASJHm@obmgols ob dyg3-ol 3GmgJBol  Igbgxg@olmgols

4. 9bws 03bmdEgl LoJo@mggeml Loddgbgdarm Jobmbdgdanmdsls;

5. 25m30m(36mb0gMgdygemo gbos gymlb ddgbgdamdols mdogddbg glog@mmgdols
s 2o0gdmbpsigom Lsgomnbgddo;

6. 9bws dggdenml do@@ogo Loggamggo sedg@gommdols godmygbgds;

7. 9bws Jobogl mdogd by 3dgbgdamdols dgbgxdgb@Hols Fomdmgdols
3odM (300 gos;

8. 9bws Jobogl Loddgbgdem mbEOSJBMMgdMSb POHMogOmmdolsls
3068038950 Mmogosh s@owgdols  ybodo;

9. 9bws Jobogl Lomsbsm gobogydo dmbsigdgdo, Goms dgdegrml 30dggdbg @

bo@shmgdbyg sligans, Losmmdon ggbbyg ymabs s dgodg bmdol 3o Laligan gan g6do

Los@ygeno s bmgswew, 989]@ a0 d9domds  Loddgbgdam mdogd® by

10. 9bs 2oohbe gl Wsdmy ogdasm Iygdomdols ¥ybomy;

11. 9bws Jobogl dognosh oMo bgdodo ws FgMomo 3mdgbogoiool gbodo s
RemdEgl 0bymoly®dl Lodydoml dgbobdyamgdbmsw (FgHs s bg3oco);

12 gbre gerodegl  0og@0boglh dote,  bagw sbe 9 gHeony
3O @5dgoL;

13. 9bws Jobogl 3mbEASJBM@0lL 3g@Olmbomsb, 0bgob®gbmsb ©s godmywgen

I dobgamseb d9dombdol s domo bgarddmgsbganmdols gbodo.
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9- 35bdmEngds

L.

d0Hby@o bAobs@@o; Loddgbgdem 0bgobdols 5b dobmsb  ©o3o3doMgdyao

bo@olbo Lalig@dggaos 30g00G0®gdoeo 960390 L0RgE0©sb;
2. LbgOEBoRogsBo bsddgbgoemm 0bgobg@osdo b dbgogl Lyg®mdo

5309003009090 Bgdbogydo Labfsgmgdbanowasb;

bodygdom godmEeomgdsl dgbsdangdgaos 5@ ©sgmdml yydsmgds 0y
3560l domaglio gobsmangds o3l domgdygaro, mgdEs, 53 dgdmbgggsdo
2obLs3gm@gdygemo gydopmgds dogdizgse  9bodgdol (bgios ©)
dJombmgbgdl.
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Appendix 4 — Subproject On-Site Inspector’s Journal

Georgia Municipal Development Fund (MDF)

On-Site Inspector’s Daily Journal

Instructions

bogotorggemmb 3nbogadsemy®o 396300006 gd0l ogmbeon (8303)

™d09dhBg 8mdndogg onBsdd)méob 30033@@@0360 gnésa@ob soéacosbob osbd)éndeoabo

The MDF On-Site Inspector shall keep a Hard Cover Daily Journal. The Inspector shall keep the
Journal in his/her files either on the job site or in his/her possession. It shall either be a bound book
filled in by hand.

8803—015 60630’)30@8363@80 onBgdd)ooéao UGQ)O o6o63mmls 3(\':38@@@036)0 \3]3(4)60@0.
oSngdOméao 53660@0 UEQQ agosobmb m03ob Qmsnagsogbmos mbogd@%g ob oOoémb nob.
‘53660@0 3306@369 osmb ?:@co36m00b @oBob, émagqmg bg@om 3303[}360.

General
Smaoqm

This GMIP Subproject Daily Construction Journal is for the exclusive use of the MDF On-Site
Inspector.

5080 ™MdM030 0bogolhdNgh1G0ls o 0dyemgdem govogaemgdyem 306md
boBbm36363@o bobq:abob 68050@005800[) 36)m8d00b (GMIP) d3836m3d¢0b 30033@@@0'360
15839698 YEboemo gob 3emgbocmos Fbemmee dgaz-ob Boedmoggbgemo
06b33d®m6360b0m30b.

The On-Site Inspector is the only one who shall make entries into the Journal.
3500@00@ OGUBSd(bméb od3b 303@350 5060636360 380006mb 33660@30.

The information in this journal shall be treated as private. Access to the contents by others is denied
except by specific permission from the MDF On-Site Inspector or MDF Project Manager.

3366‘)@30 obobn@o qugméHoBoo 3006030@36300@3600. bb3o 30636[) wéseqmb dobooélomob
33633360[} 0obbdmdoom.
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The Journal shall be filled out daily by the On-Site Inspector and any unused portion of the page
“lined-out” to prevent additions at a later date.

06b33d0m630 30033@@@0‘360@ 36@0 3300060’)[5 5060636)860 \5‘36)60@30 o 6o@ob08mb
8‘)3"’3336868@0 bo3683, Homd 00300096 do30mmb 3008300635009 06%00630300[) 5030(5360
33660@30.

This Journal may be used as evidence in legal proceedings therefore the Inspector shall print / write

legibly and in ink.

33800000@50353@0 \53660@0 3306@360 308«)336363@0 odsob 60030063 80 303363@360,
Hgboboaobo@ 06b33d0m630 36@0 q)obgﬁ@mb/ggémb 03@0’)30@300} o 606333300‘).

Cover important points of the daily construction progress and unusual events that occur on the
project.

3060636360 35@0 30’)0303@3[} 90033@@@036)0@ 833636@0060[) 360033[)00&6 ©° 30336363@
3603363@«)306 Lo 300053?)[) o 53?)0[)3036 35333@00 3380053330[), émaaq)boe 833538@«)60[}
36)0033[&30 gdsgbo 900g0Cmo.

Every week, the Inspector shall make a photocopy of the past week’s sheets/pages and file them
separately in case the Journal is lost. He / she shall also send a copy of these pages to the MDF
Project Manager.

3306)030 gémbg@ oSngd@méao UG@Q 6&0330‘)00[) Bobo 33060[} ﬁoGoGgésbob sbemo oo
dg0bobmb (300739, €000 FEboemob o 306330L g8mbggaado Robobgégdo o6 o0 3oEgmU.
06b33d0m680 obq:gbo UGQJO 6‘)@‘)383‘)36“’[’ ab833 8603—0b 360‘)3{100[} 8863336)&

At the completion of the project, the diary must be appropriately filed in the MDF office.
36mgghob cobéyemgdel 398093 $16bocmo 16cos 0bobgdmegl 3g03-0b maz0Ldo.

Specific

3mb3Bghee

The Inspector shall record the following in the Daily Journal.

0bL3gdhmeds ymggmmon® gyébocmdo 1bos BoaBgéml 393cgge Lobol 0bogmeds(zos:
Weather

280bcoo

Temperature at 08:00, 12:00 and 16:00

Wind Chill Temperature at 08:00, 12:00 and 16:00
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Wind Speed at 08:00, 12:00 and 16:00

General weather conditions (cloudy, windy, sunny, showers, medium rain, heavy rain, light snow,
heavy snow, sleet, hail, ice)

033336)00360 08:00, 12:00 coo 16:00 Looocdg
Joc0l @383360@360 08:00, 12:00 oo 16:00 Lo

Jo&ob LoBgdoérg 08:00, 12:00 oo 16:00 Losadg

Bmgocoo 83(1)300600@0080360 306006360 (Qéanmoso, doéooso, 380060, 63080560, Lodysemme
bocmgdoobo, ybgbocmgdesbo, 8b353d0 HM3o, d@oa(‘)o ™3, 63030060 mdmgemo, bghyogo,

gobyawo)

Daily Contractor’s Meeting

geggeneeeyto dgbggrgde 3mbhHogheesesh

Who was present?

What was specifically discussed, who said what — enumerate each item
List any agreements made

List any RFIs generated or discussed

33b33@(¢>030 3006060@3 306360

39bbocmymo Lo Joobgdo, gob 0ygbgb g396dbocmggemgdo - Rodmmgocmgem yggems Lo zombo
BoBmagommgo yggems BomBgnemo dgoobbdgos

393990qb BoboBger0 0bogmeds(300L Immbmgbol 06lgomdnL 96 gobboemgol dgdmbgggedo
Work Done During the Day

ool 35635gcmmd580 3qbenemgdnemmo bodydom

Ensure work noted is defined by stationing or by floor, hallway and/or room number or some other
work item number (from the drawings if possible) and / or location definition.

Comment on quality of work
Comment if work is ahead of schedule or behind schedule
Testing:

Note any Samples taken and / or shipped off site
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Note any testing results delivered back to site

In the event results are out of specification, note Contractor’s proposed corrective action required
and agreed to

33[)6)3@363@0 Lodndom oqﬁgéobob 3000000363@0 1bcod ogmb sogoemo ob boém:]@ob,
3E0mE0lL /06 Mmmobol bmdgéo 96 Lodydoml Lbgo 33bddoel bmdgéo (0ry dgbodemgdgemos
boboB9d00006) o /96 gobobodmgemb bsdydoml 3gbéyemgdel scogoemo.

3o 3300@3[5 30’)3860060 33[)63@363@0 ba333amb bo(‘mbb%g

8o33m@3b 30’)3860060 boanaomb 3(‘3.)03030[) 6061)6(4)36000 ob ﬁoaméﬂgsom 806bm(4>(303@360b
333mb333030

0O39LHgoo:
50b0dbmb 5360[}80360 b053ob QQSBO mboad@%a o 8-)(13050 mboad(i)c)@oﬁ
oq)oﬁoascob Bo@oégbn@o 08b006 33@380

oy (bgb(i)ob 33@380 N 0330300030@36[) b3330%0308036b, Qo%odboéQab 8(’000500360@0 o
dgm0bbdgdnemo, 3m6060d0m60b 3036) 399m 003589070 8.)3(0[)0[)60)6363@0 93900900

Contractor’s Workforce and Equipment
JPbHGoghmGob bodydom doemo o Ebowgotgdo

Staff: record the following each day 396bmbocmo: 3o 39009L BoboBgérgdo d3g3000 Bmygobocem
mommgnen Lo 300bdg

Site Supervisor’s Name mdogdgol 3gcoo8bgoggemo
How many é3cogbo:

Foreman 603500060

Equipment Operator coobocogoérgdol m3géohmesn
Mason 3omohmBo

Plumber bobghgdbo 3mbo

Electrician gemgghére3mbo

Carpenter )6 gocmo
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Painter 3cmgdogo

Pipe Fitter bLobghgdbo 3mbo

Storekeeper 3sboemgdol Logogol Bgredbgggemo
Guard o330

Driver 8dememo

Mechanic 394obo3mbo

Other Skilled Laborers Ubgo 330cm00g0(307650 33sbgemo
Unskilled Laborers coodb3oég dndobgemo

Equipment record the following each day coobocogo®gdmob oo 39330698000 Ymggememo)&om
Logotrm Robobgérgdo

How many 603cogbo

Scraper sbogsemhol 36930

Front End Loader coo3hgotroggemo

Back-Hoe dgcmeménlol (hodob gqbzogohméo
Roller Compactor / Vibrator 3:830dgmé0/g0860hméo
Motor Grader gégocgéo

Crane 53636060

Dump Truck o>g003(3cmgemo

Concrete Mixer / Pump 3ghmbol 356go6o/¢g8dm
Generator 39b9&ohmen

Water Pump Byemol ¢ynddm

Vehicle o3¢m806do€o

Materials Delivered / Accepted / Rejected / Storage
mboad@%a 300a50@0/30@363@0/@0535353@0 3aba@3?>o/3oooo Qabaﬁsmbaba
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Note any and all material deliveries to site

Note materials accepted and / or rejected

Note materials used each day

Note any and all material samples delivered to the On-site Inspector

Note any issues with material storage

>M06013bmb Mmdoqdh®q 3qd8mbmemo > dologmo
QoMmo3 99(h°g 9gdmbyamo yggo» @

50b0dbml 80@363@0 oo b QOGUGSBUQO 80[)0@860

50b03bmb ymggemmoyéowe godmygbgdymmo doboemgdo

506036l 0bL3gghmEnlorgol goco3gdnemo doboemals 6odydgda

39390°9b BoboBgr0 oboemgdel obobymagoslorsb o 3933069800 bgdoldagé Lo 3000b3g
Drawings Marked Up

6oboBgdol sbemdoagds

Neatly mark up a set of project drawings showing work done each day. This set of drawings
becomes the “record set.”

boBézmad@m 6050836[), 60)3@3?)333 obobn@oo ool 805303@006030 305bobm6303@363@0
Lodydom, Ybeod goyzgergl vbmbd0gde. bobodgdo, Bm8emgddy(s dgbodgbgdos go3g9mgdyemo
Goéamo@agsb ,,BoSoGgégbob 6&36)36[&“.

Municipal Infrastructure and Irrigation and IDP Housing Rehabilitation Project
Quality Management System — QA/QC Plan (Draft)

57



Appendix 5 — Subproject On-Site Inspector’s Daily Report Form (bi-lingual)

9/18/2012 10f4

RO THE ASIs A, MCAT

-'.\ TETRATECH
(Z)UsSAID @ )

GMIP SUBPROJECT DAILY INSPECTION REPORT GMIP
Queproeqtis farglebSi yoveldRiuri inspeqlirebis angariSi

Name of Subproject:

Type of Subproject: qeeprceqgtis
lipi:

Locatien (City, Regon):
adgitmdebarecba {qalagi, regiani):
Subproject | Contract No;
aveproeqtiskantragtis N:

Date:
Cantractor; korragton: TarlR:
Name of On-Site Inspeciar:
obiaqglis inspeagtori. Day. dRe.
Temp:
Weather Today: amindi: mparatuna;
Contractor Warked Today (Y/N): Stan Time:
axcech Tuara aqioe samuSaos
samuSaoetss dRes (ki'ara): darwyebis TanRi:
Finsh Time:
samuSaas
dasruletis TariRi:
# of Contractor Staff On Site Today: . R
kontragtoris personalis ricxvi (.=° i Eqnil !J)n S Today (: Jenisegiota y
obieqtze: ~3 ricxdt -
Vehiclas trasrparti
Supervisars / Foremen
zedamxedveli’xelmZRvanak:
Egquipmant Operators Toucks sanwrTo
mangana-danadgarebis manganeb:
operatorebi;
Skiled Labor Concrete Mixer
kvalificud muSaxek Detonis amravl
Unskiled Labor arakvaldiciuri — ——F
muSaxeli Smad Equip meira
zamis danadgaredi
Totad sul . -
G | Manag ¥ (S - 5 v U - L i y) 20080 MarTws sakiTxety: (S -
yaofiebal NV 1y W)
VIP Stte Vigit
Labor samuSao Salaty usad Txoeha mniSynalovani
paris vieli obieqloe
FlantEquipmant Heusekesping Pub, Relations
Qanana agminstacul sarogadoabasTan
danadgarety sagmancba urlierTeba
Persconsl Quaity Teals carincis Right ol Way
persorali ganmaeszRveak lassebi Saxelraiio mins
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(:g:; USAID @ @ TETRATECH

PRCIS THE APMRITAN FEORLY

5/19/2012 20t 4

GMIP SUBPROJECT DAILY INSPECTION REPORT GMIP
qveproeqlis farglebSi yoveldRiuri Inspeqtirebis angariSi
She Aecords ablegtze Env. Concern
Schaedule grati ganxarcielebull garemosdacviTi
Canawerebi sakiTxebi
Centract issue
' X A " : A .. konlragiTan
Site Securty obicts usafrTxoeba Material Storage masalebis ganTavsebis adgili dakavSirebull
sakiTxebl
Quant, Sury.
:;?:nuhbebk Work Quaity
samuSaocs xarex)
Any Di: il with Contractor Today: (Include any additional notes on "U” notes above and
any instructions to the Contractor.)

kontragtorTan gamarTuli nebismieri saxis diskusia dRis ganmaviobaSi: (igulisxmeba damalebTi SeniSvriebi
kontragtoris mier samuSaos aradarmakmayolileblrd Sesrulebisas da instrugeiety kontragloris Tvis)

Nxgart XXXt sach appteabie spwcw, Raport can hive soverl baxes Xad, Wiite brief dascription
of work from aach oheck bax in spaces below the maln box

CasviT XXX pvela gamatovedl WraSl, angaiSSi SeiZleta Sedodes ramdenine Sesavsedy uva . warmoadgine T samuSaas dedalur daxasia Teba
RiTarvaris TiTom Aorrponeds mixedvT
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EARTHWORKS
100 GENERAL zogadi 400  STRUCTURES nagebobebi 700 semaifacebl N
101 Clsaring wmanda A01  Surveying kvleva o kvlw;'“m
. 2 Materiais
102 Demeilion daSia 402 Muterinis masaebi e Job
Foemmork ynibebis Excavation
103 Matarals masalab 403 % 703 sqthavecs
s Dsposal
104 Fercing SemoRotiva 404 Fourdaton saZitkvel ganTaveeba
g5 . Dewatering
108 Earthwork miwis 405 dCon:ran:a 705 gruntis
— a— amoSeaba
Planting Placement Backill
0% ganaSant - ganTavaaba o whuCayra
Embarkmant
107 Tasting destineba 407 Plstar Selasva 707 miwayrils
FrCa— Fa— mowyoba
Clean Up
dasufTaveba 408 Finish dasndeba 708 Erosion erozia
200 ROADS gzebi 408 Floors iatakebi 700 e




/-\ TETRATECH
& UsaID O =

5/19/2012 3of4

GMIP SUBPROJECT DAILY INSPECTION REPORT GMIP
qveproeqtis farglebSi yoveldRiur Inspeqtirebis angariSi
CULVERTS AND BRIDGES
201 Matenals masalets 410 Reofs sansravebi 800 mibxidebl da xidebi
202 Suveying kvisva a1t Windows tanjebi an E:::TW
Subgrade niadagis Materials
203 _ sahuZveh 412 Doors karebebi &mw‘
Subbase . Excavation
204 e s 413 Pairting Retwa 803 eqskavada
Utikties
205 f.",‘u‘zﬁ"" 414 sanlino sos Al .
komunkackbe 9
. . Mech. Equp. Elevaton
208 Paving mopitke Tebs qa15 meq. D . i 805 AiSnulebi
207 Shoulders grerdulels 418 Ewctrical alaglrochs 805 Fikes yeil
1t p % — —
Cross Siope  gza 0 Backill
208 Lz 417 sameqnkun 807
ganie kveTi daxm 2amuS weuCayra
Side Drains STONEWORKS / BRICKWORK >
200 oRvre amebi 500 kedlis wyoba quiTiguriT 808 Erosion wratia
Compaction Cmnpanun
210 da 920 501 Malarials mssabei s
Mosaiwork
211 Siepe gancks 502 Surveying kvieva 810 liTonis
— — samuSacetd |
Trattic Mgmnt Formwork
212 moZraobis Pk:::mantb‘ 811 yalbebis
manaejment oo s mowyoba
: . i . Water Mgmnt.
213 Fueniure rvertari 504 Mortaring duRabi 82 Wyls marTva
Timber Work
214 Sgra niSreti 505 Curng gamagreba 813 xe-%yis
samuSacebl
300 CONCRETE betonis samuSaoebi 508 Finishing dasrulebs #14 Paint Rebya
— —
301 Surveyng kvieva | 600 OPEN CHANNELS Ria arxebl
302 Maolnrials masabebs 801 Surveying kvisva 900  PIPELINES mildi
303 Mixing Serova 502 Cleaning wmenda 001 e alobi
Foemmwerk yalbobts . 3 Surveying
304 ba 803 Malerials masalebi 02 Kvieva
. X Trerching
308 Rx::;cmnl 804 E-zuvuln: 903 &
o o9 wnoTea
Badding
308 ":::u':':e':g 805 Shaping fomireba 904 saluviis
o 2 valalation
307 Vibraton vibracia 606 Linng mopirkeTeba 905 4 ctalacia
2 Structures Backlll
308 Jonting SesrTeba 607 nagebebet 207 uCayra
ooy Embankment Compacton
309 Finiahing dusrubeba 808 miayriis t WG SRy
310 Curng gamacraba 609 Gabors gablonebi

Mnclude Code and Description Below (Example - Code Js 501 from box above; Dese. (s °S™ for Savsfaciory)

Descripon: N - Not Agp S Satsfactory UL f; y C:Complete V. Nt Yet Started
qreviT v Tkodeb-da‘." foba (mag. 2eda uiis kodie 301 sBwaniobas *S * o hoflabeal)
RAnanioba: N - ar S b S0 ¥ ¥ U- A et Y - jor ar dewyetula
Code | Desc,

aRw. Description aRwerlloba
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5/19/2012 4 of 4

% :.’\ TETRATECH
EusAD o =
GMIP SUBPROJECT DAILY INSPECTION REPORT GMIP

qveproeqlis farglebSi yoveldRiuri Inspeqtirebis angarisSi
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Appendix 6 — MDF Project Manager’s Subproject Report Forms (English)

To save printing, this is only the cover page to a 13 part report. All 13 parts are in forms available
with Tetra Tech. The MDF PM simply has to complete the forms to develop the Monthly Report

Z)USAID

Georgia Municipal Development Fund

UNITED STATES AGENCY for INTERNATIONAL DEVELOPMENT

GMIP Component

Sutproject Name

Monthly Managers Report Mornith 20XX

COVER PHOTO

Employer: Municipal Development Fund
Genaral Contractor: Contraclor's Name

USAID Oversight Contractor: Tetra Tech, Inc. ‘| ETRaTECH
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Appendix 7 — Requests For Information (RFI) Form (bi-lingual)

(= USAID

‘“,‘3“. T FROM THE AMERICAN PROALE

GMIP SUBPROJECT REQUEST FOR INFORMATION (RFI)
GMIP qveproeqtis farglebSi informaciis moTxovnis forma
(RF1)

@ TETRATECH

RFI #

Name of Subproject:

qveproeqtis
saxelwodeba:

Type of Subproject:
qveproeqtis tipi:

Location (City, Region):
adgilmdebareoba (galaqi,
regioni):

Subproject / Contract No:
gveproeqtis/kontraqtis N:

Contractor: kontragtori:

Name of On-Site Inspector:
obieqtze momuSave
inspeqtori:

Date of RFI: RFI
dokumentis
momzadebis
TariRi

Day: dRe:

Requested Information / Clarification:
moTxovnili informacia/ganmarteba:

{use additional attached sheets If necessary) (gamaiyeneT
TandarTul furced saWioatys SemTxvevasi)

By: Signature:
Semsrule xalmower
beli: a:

Date:
TariRi:
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Appendix 8 — RFI Log

=" USAID

o
\mj PALES 18 APRIICAN A0,

o

519201210l 6

@ TETRATECM

GMIP SUBPROJECT REQUEST FOR INFORMATION (RFI) LOG GMIP
qveproeqtis farglebSi informaciis moTxovnis forma (RFl)
Name of Subproject:
qveproeqtis
saxelwodeba:
Type of Subproject:
gveproeqlis lips:
Location (Gity, Region);
adgilmdebarecha {galaqgi,
regioni):
Subproject / Contract No:
qveproeqlis/kontraglis N:
Contractor: kontraqtori:
Date MDF Iniial | Close Date
Contractor Response | (0 o
RF1 # Submitted Date mgf-is Agrae)
RFine | ko gtoris Description aRweriloba pirveli casuiebls et Action Taken ganxorcielebuli gmedeba
momarTvis reagirebls ":s:.:::r:: !
TariRi TariRi TansmatiT)
1
2
2
4
5
1=
7
8
9
10
1
12
13
14
15
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Appendix 9 — Pre-Design / Pre-Construction Conference (bi-lingual)

GMIP SUBPROJECT PRE-DESIGN / PRE-CONSTRUCTION AGENDA

5003006030 0bayGr0lhEgddnHabs oo odhmmgdao g3scdoEz0Mgdyem 306cd
boybmg®gdgeme bobemgdol GHgodacmagsizonl 3Gmgdhol (GMIP) dagd3tmgddol Babo
baBémgd@m coo B0bo boddgbgdemem 33b33@6330b coco0ls 63[}6080

See instruction at the end of this document

oboengor 0Bl Ggios @ezm3gbhob doxamelb

Date of Meeting:

dgbggetol motomo:

Subproject Name: d3q36mgghob coobobgemgdo:
Subproject Location: §3q36mgdhob swgecmdegdoégmds:

Agenda Prepared By (Name, Title, Agency): cocob BgLé0g0 8modBocos (Lobgemo, 3mBaz0s,
mE>gob035(300)

Meeting Location: 3g9bgqéol sogocmo:
Meeting Time: 39b39&0b cotrem:

Minimum Invited Attendees (Name, Title, Agency) 3gbggo8g dmbBggymmo  3oérgdo (Lobgemo,
30080(300, méaoﬁo%oeoo)

Contractor Owner 3m606md@méo/ 30935600l Bogemmogemo

Contractor Chief Engineer (Design Build) 3:bh&oghméol 8cogore 0byjobgtro (3¢rmgddotrgds-
d39bgdcmmdol ¢odob 3mbhGogho)

Contractor Chief Construction engineer (Design Build and Design Bid Build Contracts)
3MbHEOghme0l Borogo60 Ld3gbgdemm 0byjebgéo (3Ermghérgds-339bgdemmdals oo
3(4)003d(goéabo—OSEQaéo—aaasgb@mbob 0030[} 300506&50860)

Contractor Site Superintendent boaagsgquo mbogdd)ob bg@36q)3063@0, 30060(4)0:1@0)60[)
6&68«:80@55363@0

MDF Program Manager 3603—ob 606800030@8363Q0, 3(4)m3(4)o30b 38683860

MDF Project Manager 8303-0b Bo63m8sc0g39b9em0, 36mgqhol 396939620
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MDF On-Site Inspector(s) 3ga3-0b Bo638mo85c0g9bgcmo, Lddgbgdemm mdagdtel 0bl3gdhmen

Tt COP or DCOP 0366)0 (b&gob Bémgd(bob bg@36@3a68@0 ©o 36m3d00b bg@adQ:;aGgqmb
Bmaogony

Tt Engineer g6 hg30L Bo63modocoggbgemo 0bgobgéo

Tt QA/QC Engineer (hghéo (hg3ob 5068«)03@6363@0, bo&olbols 3863633@800%013/ bo&olbols
3mbhGmob 06506360

Tt Translator (g0 3oL Bo6dmodoggbgemo, mo30dobo
Contract Information 3mbh&ogdhoob oo 3938069310 0boge@Bo300
Award (NTP) Date: 3mbh&oghob 3o 33036900L mooco:

Contract Signed Date: 3mbh&oghob bgemdmbBgérol motomo

Contract Completion Date: 3mbh@oghol coobéyemgdel motoco:
Liquidated Damages: 30600l 9653o7@gds oggeobgooliorgol:

Obtain Project Organization (Names, Tel. Email) List: 3&mgqhob bhGrndhnés (Lobgemgoo,
haeg3™bg30, grgdhembymo geldo)

Contractor 30)6(5605]@«)60

Design Contract Administrator 3mbh&@oghmernl Bo6r8modocggbgamo, odtmgdhgdol
530bobhGohHmE0

Prime Contractor Representatives 3mbodhmeol domogoto Boér8modsocggbemgoo
Project Manager 36mgghob 39693960

Chief Engineer 8:03560 0byjobgtrn

Site Superintendent Ls3dgbgdcmm mdogqtel bgenddwmgobgemo

QA / QC Manager bo6olbol 336m639emymazal/botalbols 300b¢memal 39693960
Safety Manager yboggéombmgdol 39bg3960

Env. Compliance Manager go6g8mUeos(330000 dmambmgbgdol coo(330L dgbgigéro

List of subcontractors( attached) dgg3co6¢hodhmtos bos (crsbostromemo)

MDF 8303
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MDF Project Manager 3303-0b Bo638mo85c0g39bgcmo0, 36mgghel 89bg3g6o
MDF On-Site Inspector 8ga3-0b B563mo80g969cm0, mdagddoL 0bl3gdhmeo
Tetra Tech hgheo hg3e

Tt Engineer g0 hg30L Bo63mBooggbgemo obgjobgéo

Tt QA/QC Engineer 63660 h93oL 6063m03@836gqm, boéolbols U%@nG:gg@gmo;;ob/bb@obbob
3mbhmemo 0bgjobgéo

Pre-Design Bobo Lodémgdde gbgge®o

Discuss Contract Requirements. Ensure that deadlines are established for all deliverables. The
Contractor needs to understand the requirements and expectation for the following issues.
30bHE0ghob dmmbmgbgdal gobboemgs. yggems Botdmboggbo om 313gbdoborgel gocogdal
396LoBmg&0l 1BEbggemymazd. 3mbhEOgh™mE0 1brod 5(3bmdagegdogl 8ol Bobsdg s6Lgdnem
dmmbmgbgdl J393mo Rodmmgmmam Lo 3000bgdeob 80856093030

Drawing Standards 6obo3g00ls 8m33sc0gd0l Lhoboogdo
Standards of Design 36mgdhoérgdol bgobroothgoo
Quantity Calculations 8m(gyemmdgdol goobgo6r0dgos

Scheduled Reviews and Approvals éggnemmoénemo gobboemgs oo odh 303900

Schedule Harmonization — the design and construction can and should occur simultaneously. Once
design of some elements are approved, there is no reason to not start construction on those
elements of the project. BobolBo6 og9330emo 3Em3gLo - 3Ermgddotrgos oo 33gbgdcmmds
Hgbod@{]?)a@ob QO ‘36@0 808@0606)8(‘06@8[) 0)060@6)(‘03@0@ 3(4)008:160[) 8063383@0 86030[)

65B0cmBg.
Review Contractor Bonds (How much? With Who? By Who? Expiry Date?) 3:bg@ogdhmeel
30>60bhngdol/gommgdnemgdgdal gobboemgo (Gomgbmds, golmob ogsl goamgdnemgds, gob

3036, 3aq>@353@350b Qobén@abob mat‘mqm )
Payment gocosbeoo
Performance dgbénemgde

Ensure all Bonds are proper and in place yggeme goemgdyemgdol 3gLodo8obmdsdo oébanbgds

Insurance Certificate (How much? With Who? By Who? Expiry Date?) coo8c3930L bgéohoozazoho
(60«)@35«)6&, g0boob, gobs 8036,@08@3330[} Qobén@f]?mb 0o6000)
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Builders Risk 833636@0[} 60[)3360
Vehicles o3d)m806d060
Workman’s Comp d3dol 3003396bo(300

Ensure all insurances are in place and up to date. Ensure MDF and Tt have copies of certificates
386)3633@800030@ odsob do@oao 8900030 boq;o%q)333oo 30’)@0[)360[5 60630’)@6860

Licenses and Permits Qoeg%ogbo o 53606003350

What are required in the Contract? By the Municipality? Others? 3mbgodioo
800030@0[35063?)3@0, 33503030@0@3@0[5 o ljb3o Smmbmbsabo

Does the Contractor have them? Are they up to date? bgem8oLoBgom8os 0y 960 dmambmgbgdo
3006060{100060[)0‘)30[)? dogBmgdo 3m6®6>od0méob dmombmgbgdol nobemglo 3&6)00600?

Ensure that MDF and Tt have copies of all licenses and permits 8303-0b coo (hgh&o hg3oborgol
Y3900 bogotm o(396800Lo o bgdotramgol sbemob gosogdel PB&nbggemymags

Site Management and Documents on Site mdogqdol 396933960 0> mdagdhBg Lobatem

™ 39996300

Record Keeping — go over the records that On-Site Inspector is expected to keep and the records the

Contractor is expected to keep Bobo6gérgdol Bo6r3modg - mdagdhol 0bL3gdhmel o
3MbHEOdhme0l BoboBgergdal Bobootlol gobboemgo

On-Site Inspector Journal — go over with everyone the instructions and the information the On-Site
Inspector will be keeping and why 0bl3ggdmeel gneboemo - 0blkhEnd;300b, 06L3gdhmeal Boge
Jéboemdo 3gbohobo 0bogmds(300L o 93 0bayMEBo300l gYEbocmdo dghobol Logotmgdol

306boq>3o

Daily Inspection Report (Electronic) — go over the form the Inspector will send out to all parties at
the end of each day ymggmmemoen@o 0bldgddotagdel 56306030 (gemggdhtambyemo gg@loo) -
onBSdGméob 308(4) 33[)02)080[}0 oQéabodm?)obboosmb 3&@&[}0830360 ™ 33336@830b 6\5660@30

Site Security — Contractor shall present his plan mdoggdol pboogtmmgds - 3mbhGogdhmeds 1beod
Gbéamoquaosmb dolo ggado

Site Housekeeping — MDF and Tt shall address requirements 5co80bolih@doremo-bodgyébgm
bogdnobmdol Bo6r8o600g0 mdagdhBg - 8303-80 o hyhE® hg 390 Ybcos 0dmgdgomb
denonbmgbgdol dglodedoboce
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Lay Dow Yards — Security and Housekeeping requirements should be discussed 3sbocmgdob oo
oq>$36>3oq>m?>ob 3060003[)3?)0[) 50080C0 - 36@0 3cobq)3b Uboogéoobmgbob ©d
oansob(i)é)oBoU@—boagnéGSm 3000050036350[) 806boq>3a

Record Drawings (As Built Drawings) and Specifications — the Contractor shall maintain an up-to-
date set of drawings on site that he uses to record all daily construction and any changes to the
drawings. He shall include accurate location of all new and existing underground and overhead

utilities and all existing utility field modifications. bo8dgbgdeme bobodgdeob oo b330z 301309800
©9303306981emo BoboBggdo - 300bhEoghmE8o mdagdhBg 0296 16 0gmboml bobsBgdals
Loderemmem 38t4>boo, 6m38@b08 6030008363?)[) 30’)33@@@036)&@ 8065006303@363@0
Lodydoml 6 bgdalidago (33emocmgdal (boboBmob Jadoérmgdode) gmebondo sbsbgalsl.

0bL3g 8o ybcos covoaz0gdlocmb yggems sboemo o 96Lgdnemo doboligzgds oo Jobalidgcos
308160 351300L Lo ScogemBEgostgmds O Yyggemd sélgdyemo 3manbo oeol

90030 dgd6Hgmdob (33emocmgdo.

Speaking to the Press — nobody is allowed to do this — refer press inquiries to the Project Manager
369LoLerob YErM0gEHMIS - 3ErgLOLEMOL YEOgENMES O 3ErdoeHTEV0d - 3oEO9dobodsE Mg
36)3[» 36)003:100[) 33633360006

Handling Visitors — Safety Training and Equipment; Locals 56009600 g08o¢mergdemob -
063060630 nba%émbmgbob Lo 3000536[)0 ©° 0633630@006033; canQ‘:mbéo{;o

Project and Progress Meetings 36gqdh0r06 oo 8oBgrem 36mgeglensh oo 3o3306gd7emo
dgbggeégde

Daily meetings with On-Site Inspector — review what will be discussed 3«)33@@@0360
38538@682’0 mbogd@ob OsbBOdGC‘Oé}CDDG - 806[5050@38@0 bosombabob 8080050@30

Regularly monthly scheduled job conferences each month on 2012: gg1emotmo,
30033@0030360 @083830@0 boanaam _3(*)603863680360[) 50006360 2012 Bemabs 6068&3@006030:

The first meeting will be: 306390m0 dgbggs ogbgdo:

The Contractor shall be prepared to discuss any questions he or his subs may have regarding the
work, the work that was supposed to be done during the preceding month or the intended progress
of the work and the work to be done in the upcoming month. These items will be listed in the

minutes and status reports received at subsequent meetings until resolved 3mbh&oghméo 3Boco
16cos oymb gobobocnml g3g3mbhGogdhmegdal dogé Bodmitocmo bsdydomborob
Q0303306363@0 6360[}30360 bo3oor>bo. Sb 3885860 boanabmb, 60088@03 Bobo m333630 UGQ)Q
33%3@363@03«;, 303@0606)3 boanaomb 36)008(4)8[% ob b03m3o3qamqa 33[)0[563@368@
Lodydomb. gb Lo Jombgdo Rodmamgemoacm 0gbgds 3gbggral mddbs o LhodyLol sbgo603d30
m3gemo(3 Bo&Impggbocmo 0gbgds 393cgma dgbggtrgadg Lo 30mbol bs jombo o6
Inggo6r00gd0.
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The Schedule will be discussed. Deviations from the Contractor provided schedule by the Contractor

need to be explained and justified 3mbcogdo 86)00&030[} aobboemgo. 3mbhGoghmeal 8ogé dobagg
338330335‘3@0 86003030[) Q06Q3S3ob d93:bggg0d0 bco> dmbrogl 660%030@06 3o0obggg0l
doB930L 606306@360 ©o 6030600@850.

Non-Conforming Work will be discussed. Schedules to correct all non-conforming work will be
reviewed 3mbeogdo 8g9100bb3gdemoco 39Lenemgdnemo bsdydomb gobboemge. 3mbeogds
33300653868@0 bodndomb 86)°°3°3°b gocobgeoge.

RFIs will be discussed and resolved of possible 8mbogds 0bogmeds(300l 8mambmgbol gobbocmgs oo
dgbodemgdemmdnl dg3mbgggado oo 3doymazoemgds

Material deliveries, acceptance, rejection, and storage will be discussed 3.56190@3@0 ongbo

dolioemgdol ogyobs, Bomgos, oBbgds o olobymages
Quality control will be discussed gobbocmyemo 0gdbgds botolbob 3mbhEmema
Safety will be discussed gobbocmyemo 0gbgos yLogGmbmgds

Environmental Compliance will be discussed gobbocmyemo 0gbgos goergdmbicoszgomo
dmombmgbgdol coo3go

The Tt Project Engineer will keep minutes of the meeting and send them out to all participants
within three days of the meeting date hgheo hgzob Bo63mBooggbgemo 3Gmgdhol gbgigéo
dm0dB00g0L dgbggrool mgdgal oo gocoygdogbol dgbggréal yggems dmbobocngl
d9bggt0c006 Lodo oL gobdogemmdsdo

Demand Meetings 3gbggcotgdels Bogotgdol 3mambmgbo
Meetings that are not scheduled but are called by the Contractor, Tt, or MDF. Minutes shall be kept

33b33@(¢>360, 6(‘08@360[} 2600 8600303000 803360@0, 806603 oaoémabo 3m60t4>od®m(4>ob,
03060 0330[) ob 3803—0b 060800¢030m. 36@0 33@38b mdagbo.

Other Communications 30’)3360 3aBoob bb3a %méaabo

All official communications regarding construction documents (contract, drawings, specifications,
etc.) and procedures between Contractor and MDF shall be copied to Tetra Tech Lo33dgbgdcnm
Qm33836d)0800b0006 @0303306)863@0 838@0 C')ngBOOQ)Dé)O bobooo 808060’)3@0 3(‘0806030800
o 3mbHEoghmELS o 8303-U dmEol 03965336rmBemmdals 3G mzgen®gde nbos gogadogbml

ob@ob Loboo» @0060 03 3[)

The Contractor and MDF staff shall use emails for communication and avoid telephone

communications where possible 3mbh&®oghm&ol o 33a3-0b 029653360 Bngddo brod
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oBo6H3mmb 3360 30300 8@3{1@6«)63@0 gLl Lodnoemgdoo o 306@360[}@033060@ 930
ooém@oos Ga@g%mfiooo 3003360 3.)[300[)

Requests for Information 0be3c630300L 8cacbemgbo

Review the RFI Form and how it works. Ensure the Contractor knows how to use the form.
ososooéaoeoob 3mmbm360b 0300630[) oo 3obo 3(‘)0:1003030 60300336360[) 606b0@3o.
@66336360, &m3a 3m6®60d¢m630 o(30b ooy 6008006 1bcod godmoygbmb 3gdmmombodbyemo
Q3>

All RFls must be copied to the MDF Project Manager and to the Tetra Tech. Engineer ymggcemo
os%méaoeoob 8mmbm350b 338005333030, onSBoUGQo Q0388035mb 8303—0[) 36)003{100[)

3363386b o @3060 0330[5 osﬂosgéb.

The On-Site Inspector shall maintain a RFl Log and send it to the MDF PM, the Tt Project Engineer
and the Contractor by COB Friday each week. Review the procedure mdoggiol 0bb3gdhmeds nbcod
9Bo63mmb BoboBgrgde 0bogmds300l dmmbmgbodg o gowoygdogbmb dga3-0b 3Gmgddoel
3363336[}, 03@6.) 0930L 360’)3{100[} osﬂosgéb o 3m6d)t4>od0m6b ymzgemo 33060[} 3-)(4»)[)333
o6gl.

RFI resolution shall be the responsibility of the Contractor and the On-Site Inspector. The On-Site
Inspector shall use the MDF PM and the Tt Project Engineer to help resolve RFl issues with the

Contractor. 0503006303001.5 30007500360[)0006 o 303306383@0 Lo 3ooobob 300830636083
Bobnbobaagbg@o 36@" osmb 3005@)60560060 o mbngd@ob 05b33d®méo. onBde)méaa
306G 006 06385300l Fmmbmgbol bs 3000bals mbisggotgdemoce 1bos oabsémb

88%"’[’ 360035@0[} 83633360 o @3060 Og3ob 06506360
Monthly Payments geggemengoyéo goceobogdo

Contractor measured quantities need to be checked by On-Site Inspector. Contractor shall inform
the Inspector when measurements are being taken so he/she can observe 3mbh&oghméo dog
53m33980 dm(zyemmdgdo bodoermo 30dmBagl 0bldgdhmEol doges. 3mbhEoddhmeds ybcos
agoégmbosmb 06b33d¢m6) 0300338?:0[) Bo@oéabob oooé)oq)o, obg &I oEbBde)ooéab 336@00[)

36m(39L89 033063900

Review the MDF and contract monthly measurement and payment procedure including letters,
approvals, forms, deadlines, and who is checking who. This procedure should be well understood

88%_()[’ o 3m606od00m 800‘)30@0[}605863@0 80038@003036)0 3°Q’°qub o 08m83360b
ﬁo@oégbob 36)«)33@36360[} 805[)0@30 Gaéowgbob, Qo30308360b, 030068360[), 30@360[} ©o
3330063360[) aosaobméecawgb@ob 806bo%q>360b Bom3@om. Ub 36)0983@360 306&)@ UGQQ

odsob 808363@0
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A Tetra Tech approval step must be included prior to MDF approving payment and releasing any
monthly Contractor payment ¢ghéo (hg30L 206b8mds Bob 1bcos ydmmegl 3gaz-ob 0>06b3mdols

390oboodg o oo 3006(5605@«)60[) 90038@003036 96080y rg0s3g
Quality Control ba@olbol 3mbhGmene

General — It's important that everyone involved in the project understands that QUALITY along with
SCHEDULE and BUDGET are the three most important things to USAID. There has to be a

commitment to quality by all parties. Everyone should agree to this 3mgocoo - 360dgbgemmgoboo,
ém3 36mgghdo oGy yggems dmbsBoemglb gb8meogl, &m3 botolbo 36253030096 oo
30739296 gémsce be8o yggmmoBg 3603369emmgobo 333mbgbhos 9396030l LogeHrmodmealiem
396300006930l Looggbhmborgal (USAID). yggems 8boérg goemcogdyemos cooo(3gol botalbo oo

439e0o 16> dgorobbdogl 3089

Materials aobo@{]?m

Approval of Samples and Provision of Manufacturer Material Specification Sheet — Before any
material is brought to the site the Contractor shall provide the On-Site Inspector with a sample for
approval and the material specification sheet that proves it meets specification requirements. No
materials shall be brought to the site without prior MDF approval 60833930l 8ogos oo
dBo68mgdemol Joge gopgdyemo doboemob bdgzoaz0 39(300L a3y@3emoL YBGYbggemymags -
6360[)30360 doboemols mboad@%g 30@0608@3, 3«)5(!)605@(‘06)30 mboad@ob onBSdOméb UGQO
oaq)obeab doboemol 503330 Qoboad) 30(336@0@ 0 doboemals b3330030 30300[.5 033633@0, oMo
onBgdoméo QoéGSBGQSb, &HmI Soon)S 338b0608360 b3330030 303036[50 8mmbm3536b.
06060060 obdemo 96 1beod 0gbol dghsbocmo mdagdhBg dgaz-ob odh 303980l gorgdg.

Independent Testing coo8my30c093g0mo 33emgas

Testing Schedule and Tests: The Contractor, MDF and Tt shall agree on a testing program for all
materials including cement, reinforcing steel, structural steel, sand, aggregate, bricks, blocks, water
and wood. This means that for every item a frequency of tests shall be agreed to and the tests to be
carried out shall be agreed to. The Contractor is responsible to have the tests run 33@33360[5
Bo@oéjgbob 86")%030 o 33@33880: 3(‘06@6050(\060, 8803—0 o 08060 0330 '36@0 33000653@686
33939%0L Bootrgdal 36mg60308g, Bn8gemo(3 399bgds yggems olisemob (3996¢0b,
06306'3(4)0[), bd)éraddmé)n@o Q)oooooosob 6o 33000060[), d3030b, 063663@0 aoboqmb, o&géob,
B@m3o,b 88@0[) QO bOl.) 30[)0@0[) BDU)SQJOO). Sl.) oaob 603603[), 6)(‘)3 0)00)("')8’3@ 3(")83(")686088
36@0 330006[)3@3[) 33@030b Bo@oéabob bo 3ooobo o bobaotﬁg. 3m6®60d0m60

Bobnbobaagbg@oo 33@330[} 50006)36033

Installed Concrete shall have compression testing done in accordance with the specifications. A

testing schedule shall be agreed to during this meeting 3ghmb8q (glhotrgdo nbeos BotobrcogL

b33300303080360b 8053@3000. 33@33360[} Bod)oé)gbob 86)0%030 Uﬁqm agmosbaqasb 38538Q6360b
6™
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Paints, pipe, wire, conduit, and all MEP equipment and materials shall have manufacturers
specification sheets boq>860336b, doemb, 3063@[}, booBmemozom doemb oo yggeme
oéégé;gowoo?)obo ©d 30[)0@35[5 ob 36@0 ob@QSb 3506)30036@0[) 3036 808333@0
L3ggecgegayeol ozgégere

Review the On-Site Inspector’s Material Delivery Form. The Contractor need to know materials will
be rejected and what he must do when this occurs. Review the Material Weekly Log ybcos> 3mbcogl
06L39gdhmE0b dogé 3gbogligdo Boboemgdel BoBmegdal gm@dal gobboemgs. 3mbhGoghmEHds
16000 o3megL doboemgoal 306)900030[) dqbobgd oo 1beed o3megL ooy é)mamt‘) dmog3qb 3bgogL
3980:0bgggoda. Jsbioemgdel smMo(sbgol gmggem 3306 g7me BoboBgdal gobbacmgs.

Non-Conforming Work 3gxLéemgdgemo Lodydom

Review the On-Site Inspector’s Non-Conformance Report Form and Weekly Log. The Contractor
needs to understand how this will work and his responsibilities for corrective action 0bb3gghmésols
dogés IgLoglgdo dgnbEyemgdgemo bodydoml 636030l a3mEBob s Yymggem 3306g1emo
Bosogséob aobbocemgo. 3m606od0méb 16 gL8megL, oy o 3o3emgbo ggbgqos o3 osaoéoab o
35(36md0g6rgd1emo 6o gmbrgl dobo 3sligboldggdemmds go8mbolbBmergdgem J3gwgosliorsb
dodobr0gdodo

Variation Orders mé@g(‘m (33em0emgdo8g

Only properly authorized changes to the work will be allowed. A Variation Order must be created as
a Potential Variation Order by the Contractor for any work or procedure or Contract Change. Review
the Variation Order Form and agree how it will work bgadocooéoyemo 0gbgos dberemmeo
3383303@3[} 3m6¢6od¢m6)ob 3086 6)(\080068 30003680360 mé@aéo 33@0Q86038
6360[}30360 boanaomb, 36m83@360b N 3006@60:1@30 805860@0 83@0@8&)[)
806b0b(’)6808@06@0@ B3Q0@360b (‘0(4)@8(4)0[5 CBC")&JSO[J QO 80[)0 360d@03030 608("0886860[)

806b0@3o.

No payment will be made for work performed without prior written MDF approval and Tt
agreement. dqbéyemgonemo bddydomb 0boB3oNBHges dmbrogos dbmemmee dgaz-ol Bgtrocmmdomo
096b3mdal o (hghEo (930706 39006b3gd0L Igdcga.

No agreement that modifies the contract is approved unless it embodied in a Variation Order and

signed by MDF 632)0[)30360 33000653860 3m6060d00b 30)@00{3080(4)33\)[)@06 Q0303306>36000

3030(3@360 ame)mQ) B3qmq)gbob mé@aémb 8(\0880@8?)0[) o 80[583 8803_0b
50630003@&96@0[5 bawamgaéob 333@88

Safety yboggémbmges
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Contractor’s Safety Plan and Safety Officer — the Contractor should present his Safety Coordinator
and they should present and discuss the safety plan. These issues need particular discussion:
3mbhEodhme0l Ybogembmgdal gg9ads o YLogembmgdal mazozgéo - 3mbhEodhmeds
160 Bo6r000g06mb NboogErmbmgdal 3mmEobohmEn o Jom 1brd Botr8mogabmb o
3960bocnmb lsggEmbmgdol g3gads. gb Lo 300bgdo Lodocmgdl 3mb 36gh1emo bobol ol 3xLogdl:

First aid 30633@0@0 Qobaoégbo
Fire protection and prevention bobdéolgob o330 0o bobdéol 36r9396(300

Sanitation and housekeeping Loboho&nemo 306Hmdgdol gondimdglgds o Lodgnébgm-
530bobhBo307emo Logdoobmds

Following the Health and Safety Plan — MDF needs to ensure the Contractor understands the
importance of this and expectations $5636mgemmdol o YLogémbmgdol ggadolideb

o 303306363@0 388Q3m80 506030 - 3803—0 UG@O QoéGSUGQSb, &HmI 3005@)60{16006)[}
35(36mdagérgdremo og3b 8obo 360336gemmds o Bmemmenbgdo

Penalties for Non-Conformance — Work Stoppages — the penalty of non-compliance. Agreements
about enforcement need to be reached 35603900 Lodydomb dgnbEyEgdE™B0L dgdmbgggodo -
Lodydomb 3ga396bgds - $96085 mmbmgboms gL gdemmdnlmgol. ybos 0gbol Jombyyemo
390006b3gd0 0LEYEMgdLESb o 30330698000

Safety Clothing and Equipment — what is expected shall be discussed and agreements need to be
reached yboogEmbmgdol oboogow Logo®m Lvdmbo s vm¢YGHz0eMdS - Ybros dmbrogh
Loorobocom Lo 30mbgool gobboemgs o dgeobbdgonl dowmbgge

Injury reports should be discussed. 1bco 8mbeogl 0b(300096¢hBg 3mBBocegonemo v6306030b
aobbocmgo

Environmental Compliance 3o693mbeo(330000 8mmbmgbgdal coozge

Following the Compliance Plan - the Contractor should present his Environmental Compliance Plan
for discussion. Everyone needs to understand it agree to it. Does it comply with contract
requirements? go698mlod33000 8mmbmgboms o330l 39330l 8m8Bogdlio Igdcogma -
3MbHEOHmE8s 1beod Bor3mogobmb 8ol Bogér dmBBocogdyemo gotgdmbcosizgemo

3mmbm360mo Qoe3ob 3338° 806[}050@33@0@. 8388° UGQQ ogoob 333@0[}0030[) 80[)08360 o
UGQ)O ogmb 333@0[}0‘)30[} 8nboq)8?>o. HSSBOBOQSBQ 030 3m6®6)o§j00b 8mmbm3686b?

Penalties for Non-Conformance — Work Stoppages — the penalty of non-compliance. Agreements

about enforcement need to be reached 333[)63@36@0060[) 338005333030 - b0833ooob 330336b360
- 306)080 3mmbm360mo 38'3[56'3@86@0060[)0)30[}. '36@0 80’)b@8b 380}06b8860 306(‘)60[)
oq)bén@gbobmos Q)030330(4)8?>0m.
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These issues need discussion and agreement dg8cog30 Lo 3ombgde Logoermgdl gobboemgol oo
d9¢hobb3gaLo BomBggol:

Trash Disposal — where, how, when 6oggol gobogligds - boco, Hmgme,emeoals
Debris Disposal boéBgbgdol gobiogbgos

Demolition activities cogdmbgoygo

Hazardous Waste disposition bsboogooo boéBgbgdol gobogolbgds

End of Project Site clean-up mdogdhob gobygeoggdel mobéymmgos
Archeological remains sédgmemmgonéo bothgbgdo

Project Completion and Handover 36mgghob coobéymgds oo gowd398s

The completion and handover procedure needs to be discussed bogoGms 36mghol eobemmgdol
@ dob gocod3930Lm0b o 3033069870 Lo 3000bgdal gobboemgs

The Punch list and Request for final Tt inspection shall be discussed and understood coge3gqhgoel
ngbob o @3@60 Ogsob 3006 Lodeememm oSngdOoégbob 300001300360[) 80650@30 ©o
330‘)0653360.

General Instructions: 8mgoco0 ond)éndBogbo:

This is the most important meeting of the construction project. Agreements reached in this meeting
can always be referred to later on in the construction as precedent for expectations by each party. It
is the meeting to outline and solve concerns, establish a project partnership, and set the tone for the
whole project. This meeting should be as long as it needs to be, include respectful discussions, and
most of all result in a complete understanding of each party’s role and responsibility in the project.
There should also be an establishment of some trust between the contract parties. gb

%068@3630 05608363 mdols Q068683o ©0 doemosbo 36m3d®ob 808@0506)8m60b
bobooomol 806[}08@360. Sb 38b38Q)g4m UGQ)o aoaédg@qagb 08@36 bobl, 603@3603 boﬁo'ﬁ)mo,

UGQ)O 8«)0303@3[} boﬁoém @ob3nboabb éoe 800&30(4)00, 33533@60[} 33@3&)@ yzgame Bémogfj@ao
3006060@3 abo(ﬁgb bén@\)@ UGQ\) deQ)gb 8035(’06036363@0 000009700 aomaosob 6)00@0

o 3obnbob3836@mbo RY:) 36m8doob %068@3630. ob333 USQO Boamso@obqagb 8063633@0
6@0060 3m6060d030 3006060@8 8506)336[) dméob.
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The agenda template should be reviewed and customized for each meeting depending upon the
conditions of the contract, the construction to be done and any design to be done. ool EgL&ogo
160 gov0bgromb o go(330emmb ymggemo 3gbggeéol Bob 3mbhéodihel Loddgbgdemm o
Lodemgghm 30émdgdal dgLododbooce

Hold this meeting in a comfortable place, assume it will require at least four to five hours. Schedule
lunch. 3gbggoto0l Robiooégdemoc 1bs 8906BgL 3mBamEdemo sgecmo 080l
8-)0030@0[)6’0636000, &Hm3 33b33q>t4>o 8663@@360 bn@ 33063 4 -5 bosoo.

The Contract is the first document in the project. Any concerns or issue needs to be resolved first by
reading the contract. Each party at the Pre-Design or Pre-Construction Meeting needs to have a
copy of the signed Contract, the drawings and the specifications. Nobody should be in this meeting
without these. 3mbhGoghe n30éggemgbo ™ 3139bdoo 3Emgdhoborgal. bgdaldogéo
36m0emgdals 96 Lo Jombols Bmggotgde Nbd 8mbrgl 3306g9mgl ymgamobs 3mbheoddhol

6o 300mbg0l 3gc0g3500. B0bo Lodrmggdhm oo Bobs Loddgbgdemm dgbggrel Bmbobocmy yggemo
3bot4>3b 16> Jmbeogl b3@3m5360@0 3006060{1(1)0[) obemo, bobodgdo o b3gi30a303930900.
960306 06 1bod gLBEGIMEgL dgbggreédl 93 com 3339bho0ol 3oégdy

During this meeting, all of the Contract should be reviewed as references for agenda items.
d9bgqge98g 1bcod 3mbrogl 3mbhEsoghol gobbomgs ol Bgltogo dobgrgom

Set schedules for all the Contractors work (ensure the Contractor comes to the meeting with his MS
Project work Schedule and is prepared to discuss it). Set deadlines for all Contractor deliverables.

00mmgemo 3mbhEogdhmeelogol ybros 3gdndogogh géroce 3o (xbos YBEbggemym, 68
3MbEOghme0 308m(3bocoogde 3gbggrésdg 3Gmgdhom goomgommaliBobgdymmo Lodndomb
36200303000 o 3300 06905 03Lygemmb 3obiBy). ¥bros EoZgebrgl 3mbodEodhmenl 8ogé

Bo&dmbiocoggbe om 3139bhoeel gocgoo.

Make sure the Contractor understands how the MDF —Tt GMIP inspection and oversight functions
are going work and how their performance will be inspected and monitored. 3mbghEoddhme8s nbeos
3o0gmU, oy émamé 8060bm(4>803@82>b 3803—(53060 h93e GMIP 360‘)3{100[} onBgdooégbob o
390003bgog9emmdol o Bmgm&dmbrogds 8oma (3mbihGodhmenl) bogdosbmaal 0bL3gdhotrgos
o 30060000(4)0680.

Ensure that the Contractor has all their questions answered. 3slybo 3bcod gog(3gL 3bhGOJHmEEL
y39e0o dg30mbgol.

During the meeting take good notes of agreements made and issues and points that were made.
'36@0 3mbq‘>3b 80@683@0 33000653860b @O BOGBOQ)':]Q)O bo3ombgbob @O 80")[)0%686860[)
hobodgbo.

Take good meeting notes including accurate recounting of agreements and who agreed. Distribute
these meeting notes within three days of the meeting to each participant and give them an
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opportunity to make any corrections within 48 hours. After this time issue the Minutes of the
Meeting as formal ybcoo 3o 3907c09L 39bggnb (30606960 gbggrotrodg BomBgnemo 3g0obbdgoals
B9Lho 0By o 3g0r0bb3gdode dmboboemg dbotrggdol Jomomgdam. RoboBgégdo
33533@60@06 bodo ool 806803@006030 36@0 60@088803500[) Y39emo 300050@3[5,
€03mgdbo(y 3gbodemgdemmds g9bgdccm dmBoggbm 48 Loohol gobdsgammdsedo 3gotobmb
69%0L80gér0 Lobob (33emoemgdgde. 580b 398c0gg dmbrogds a3m&docmyo dgbggreéol mddols
dmdBocogde.
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Appendix 10 — Material Delivery and Acceptance Form (bi-lingual)

{£)USAID [ rermavece

RO TR AMRRILARS PR

DELIVERY # mowodebuli
GMIP SUBPROJECT MATERIAL RECEIVING REPORT GMIP masalis nomeri
qveproegtis farglebSi masalebis miRebis angariSi

Name of Subproject:
qveproeqtis saxelwodeba:

Type of Subproject:
qveproeqtis tipi:

Location (City, Region):
adgilmdebareoba (galaqgi,
regioni):

Subproject / Contract No:
qveproeqtis’kontraqtis
nomeri:

Contractor: kontragtori:
Name of On-Site Inspector:

obieqtze momuSave
inspeqtori:

Date of Material Delivery:
masalebis miRebis TariRi:
Day: dRe: Time: dro:

Description of Material Delivered:
miRebuli masalebis aRwera:

Quantity of Units Delivered:
Material Units: miRebuli masalebsi
erTeuli masalebi: moculoba:

1. Manufacturer Specification Sheet received (Y
/ N): mwarmoeblis sertifikati (diax/ara)

2. Manufacturer testing result received (Y / N)
mwarmoeblis mier Catarebuli testebis Sedegebi (diax/ara)
3. Name of Manufacturer:

mwarmoebeli:

4. Inspected for overall quality, workmanship, verification, markings? (Y / N)
Semowmebulia Tu ara mTlialan xarisxi, xeloba, markireba da dasturi Sesrulebul
samuSaoebze (diax/ara)
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f;’* TETRA TECH
S UsAID o 2

DELIVERY # mowodebuli
GMIP SUBPROJECT MATERIAL RECEIVING REPORT GMIP masalis nomerl
qeproeqtis farglebSi masalebis miRebis angariSi
5. Disposition Notas
SeniSvna ganTavsebaze

6. Does material comply with
Specifications (Y / N)
Seesabameba Tu ara masalebl
specifikaciebs (diax/ara)

7. If No, Instructions to Contractor:
Seusabamobis SemTxvevaSi,
instrugcia kontragterisaTvis:

8 .If Yes, where will Contractor store materials:
Sesabamisobis SemTxvevaSi, kontragtoris mier
masalebis ganTavsebis adgili:

9. Is Material approval an Exception? (Y /N) aris
Tu ara masalebis damtkiceba gamonaklisi (diax/ara)

10. If partially accepted give details of material rejected, its dispostion and why. Also list any information on
statud of exception: masalebis nawilobriv damtkicebis
SemTxvevaSi, aRwereT detalurad dawunebuli masalebi, maTi mdgomareoba da dawunebis mizezebi; aseve
warmoadgineT informacia gamonaklisis SemTxvevaSi

Contractor’s Representative Signature

On-Site Inspector kontraqgtoris warmomadgenlis xelmowera
Signature obleqtze
momuSave inspeqtoris
xelmowera
Date TariRi Date TariRi
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Appendix 11 — Material Delivery and Acceptance Log (bi-lingual)
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Appendix 12 — Non Conformance Report Form (bi-lingual)

Z5USAID A [ rernaecs

FRCM THE AMERICAN PEQPLE

GMIP SUBPROJECT NON CONFORMANCE / CORRECTIVE ACTION REPORT GMIP
qveproeqtis farglebSi Seusrulebeli samuSaos/gamosasworebeli gmedebis angariSi

By: Signature:
Semsrulebel xelmower Date:
it a: TariRi:

Contractor Response: kontraqtoris

reagireba:
: Signature:
Semsrulebel xelmower Date:
i a: TariRi:

The On-Site Inspector shall be the only source to subymit NCRs and shall fill i the NCR Form and give it (o the Conlractor and begin numbenng
NCRs as 001 and three digits following. The On-Site Inspector should include citations for applicable contract / specifications, plan shest
number, detail number, atc. The Contractor should inidicats his plan of action in regard fo responding to the NCR. Additions! sheels can be
used. The Contractor should provide a Proposed Sciution if applicable. The On-Site inspector shall maintain a LOG of all NCRs and their
status. The Log shall keep an updsted record of the Contractor's performance in resolving the NCR and prosecution the Corrective Action.

Seusrulebeli samuSaos anganSs ( NCR ) warmoadgens mxolod obieqtze myofi inspeqton, romelmac unda Seavsos aRmiSnull
forma da gadasces kontragtors. dokumentis danomvra unda moxdes cifrebiT 001 da momdevno sami cifriT. inspeqtorma unda
meuTiTos Informacia kontraglidan/specifikaciebl, naxazis gverdis nomevi da a.S. kontragtorma Seusrulebell samuSaos
angariSis sapasuxod unda warmeadginos misi samogmedo gegma, nsTvisac SeuZila gamolyenos darmatebiTi furcell.
Kontraqlorma unda warmoadginos sakiTxis gadaWris gza aseTls arsebobis SemTxvevaS|, inspeqlorma unda awarmoos
Canawerebi yvela Seusrulebeli samuSaos anganSze da TiToeulis sfatusze. Canawerebi unda Seicavdes ganaxiebul
informacias kontraqtons mier ganxorcielebul gamosasworebel gmedebaze,
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-( = US AID [T rermaecs

.A " FRCM THE AMERICAN MEOMLE

GMIP SUBPROJECT NON CONFORMANCE / CORRECTIVE ACTION REPORT GMIP
qveproeqtis farglebSi Seusrulebeli samuSaos/gamosasworebeli gmedebis angariSi

Name of Subproject:
qveproeqtis saxelwodeba: NCR #

Type of Subproject:
qgveproegtis tipi:

Location (City, Region):
adgilmdebareoba (qalaqi,
sofeli):

Subproject / Contract No:
gveproegtis/kontragtis N:

Contractor: kontragtori:
Name of On-Site Inspector:
obiegtze momuSave
inspegqtori:

Date of Non Conformanance Report:
Seusrulebeli samuSaos angariSis
Sedgenis TariRi:

Day: dRe:

Details of Non-Conformance:
detaluri informacia Seusrulebel
samuSaoze:

Corrective Action Required, by When:
vin unda ganaxorcielos gamosasworebeli
gmedeba da rodis:
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Appendix 14 — Variation Order Form (bi-lingual)

BRI THE AN AN MO

(&/USAID

@ TETRATECH

GMIP SUBPROJECT VARIATION ORDER
qveproeqtis farglebSi cvlilebis ganacxadi

GMIP

VO #

Name of Subproject:
qveproeqtis saxelwodeba:

Type of Subproject: qveproeqtis
tipi:

Location (City, Region):
adgilmdebarecba (galaqgi,
regioni):

Subproject / Contract No:
qveproetis/kontraqtis Ne:

Contractor: kontraqgtori:

Name of On-Site Inspector:
obieglze myoli inspegtori:

Date of Variance Order:
cvlilebaze gacemuli ganacxadis
TanRi;

Day: dRe:

Time: dro:

Scope Description
Sinaarsis aRwera

BOQ Reference
miTiTeba
xar|TaRricxvidan

Unit Rate
erTeulis
fasi

Quantity
raodenoba

Total sul

Omit Total
mTliani
nusxidan
amoRebuli
samuSaoebi

Add Total
mTllan
nusxas

damatebull
samuSaoebi

Net Additions/
Omissions
sxvaoba
damatebulsa
da
gamoklebul
samuSaoecbs
Soris
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{£)USAID C T

Ny 3¢ FROM THE AMERICAN FEQPLE

GMIP SUBPROJECT VARIATION ORDER GMIP VO #
gveproeqtis farglebSi cvlilebis ganacxadi

Any Time
Addition/
Subtraction
gauTvaliswin
ebell
damatebull da
amoRebuli
samuSaoebi

List all Attachments:

yvela TandarTuli

masalis sia

MDF Authorized Representative mgf-is Contractor's Representative Signature
uflebamosili piri kontraqtoris warmoamadgenlis xelmowera

Date TariRi Date TariF

Printed Name dabeWdili saxeli

Variation Orders are issued by the Contractor lo the On-Site inspector whe forwards them to the Project Managaer. Al Vanation Ordars are
POTENTIAL VARIATION ORDERS until they are signed by an autorized MDF Reprassmtative. adie alor bz gad gty s v

avde suemre guidecocos procgtir mangoe. yrcls o auk samadiy v G ord suanan, A vl o sy sl afdanad por
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Appendix 15 — Request for Final Tt Inspection (English)
Date:

Mr. Jeffrey W. Fredericks, P.E., PHD

Chief of Party

Municipal Infrastructure and IDP

Housing Rehabilitation Project

Thilisi, Georgia

RE: REQUEST FOR TETRA TECH FINAL INSPECTION (FORM A)
Gentlemen,

We are pleased to inform you on the progress of the Sub Project of
the Municipal Infrastructure and IDP Housing Rehabilitation Project (GMIP) that was opened to
service on 2012. MDF has completed its final site inspection with the Contractor

and a Punch-List of remaining work items to be completed has been established as of

2012 for your review and information. Based on the results of the MDF final site
inspection, we feel the Sub Project has reached a point of readiness for Final Inspection by Tetra
Tech.

We recommend a date of Tetra Tech Final Inspection on or around 2012 subject to

your availability.

It is understood that Award of Final Inspection Certificate is subject to the results of the Tetra Tech
Final Inspection and the approval of the completion of works reaming listed on the final Punch-List.

Please contact this office if you have any questions or require additional information.

Mr. Kartlos Gviniashvili
Program Manager
GMIP Municipal Development Fund

Attachment:  MDF Final Inspection Report
Copy: USAID

File
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Appendix 16 — Final Inspection Punchlist (English)
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Appendix 17 — Final Tt Inspection Certification (English)
Date:

Mr. Kartlos Gviniashvili

GMIP Program Manager

Georgia Municipal Development Fund

RE: TETRA TECH FINAL INSPECTION CERTIFICATE (FORM B)
Gentlemen,

Tetra Tech Final Inspection was conducted on the blow noted Sub Project of the Municipal
Infrastructure and IDP Housing Rehabilitation Project (GMIP) as funded by USAID, Georgia on
2012.

Subproject:

Location:

Date of Final Inspection:

Final Inspection Party Participants

The attached Punch List of discrepancies, as determined by the Inspection Party, was addressed and
completed on 2012. Please contact this office if you have any questions or

require additional information.

Mr. Jeffrey W. Fredericks, P.E., PHD

Tt Chief of Party

Municipal Infrastructure and IDP Housing Rehabilitation Project
Attn:  Final Inspection Report

Cc: USAID

File
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Appendix 18 — Tt Subproject Site Visit Form

BASIC FIELD TRIP DATA

(The Engineer shall complete this field trip report form within 48 hours after returning from the field and ensure that it is
sent to the MDF Project Manager and the MDF On-Site Inspector within 72 hours after leaving the construction site)

Subproject Name:

Date of Field Trip:

Date of Report:

Program:

Subproject Location (City, State):
Subproject Location (Lat-Long)
Contractor Name:

Report Submitted By:

Purpose of Visit:

Date and Time of Visit:
Weather During Visit:

Travel Details:

Personnel on Trip:

(name, title, agency)
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Met with:

(name, title, agency [where])
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CHECK LIST

(For any “No” answer in this section, the Engineer shall provide a narrative explanation in Section C. of this Report including
corrective action requested.)

Contractor Inspector

Drawings and Specifications on site? (Y/N)
Safety Plan on site? (Y/N)

QA/QC Plan on site? (Y/N)

Environmental Compliance Plan on site? (Y/N) - o
Contractor As Built Drawings up to date? (Y/N)

Contractor hard copy files neat and up to date? (Y/N)

Inspector’s MDF Daily Journal up to date? (Y/N)

Construction site is well secured? (Y/N)

Construction site is neat and orderly? (Y/N)

All construction material is stored properly and neatly? (Y/N)
Work is in accord with the Safety Plan (Y/N)

Work is in compliance with Environmental Compliance Plan (Y/N)
Work is in compliance with QA / QC Plan (Y/N)

Work is on schedule (Y/N)

REPORT / OBSERVATIONS / FINDINGS / MEETING NOTES

(List findings of fact. State if fact or opinion. Append Excel Excerpts for All Tables. Do Not Make Tables in Word.)
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PHOTOGRAPHS

(Three photos per page, Include photo number, attribution, date, and photo caption/description)
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Appendix 19 - Tt’s Design Check List
The Forms will be developed and attached

The format and content of Sub-Projects Design Check Lists will be developed individually for
different Sub-Projects in accordance with project type, works to be performed under the contract
and applicable to sub-project standards.

Below is provided the main issues to be highlighted in the Design Check List.

e Functionality

e Performance

e Legal and Regulatory Compliance

e Industry Codes and/or Standards

e USAID Requirements

o  Future Owner Agency Requirements (MRA, GUWC, Municipalities, MoA)
¢ Information derived from similar projects

e Other requirements essential for the design and development
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Appendix 20 - Weekly GMIP Meeting (Review Meeting) agenda and Report

Will be developed and attached later
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Appendix 21 - Monthly Meeting agenda

1. Review the Contractor’s Report
a. Work Done This Month — Physical Progress
b. Highlights and Issues
C. Review of Time Schedule
d. Billing this Month — Budget Progress
e. Measurement and Payment Issues
f. Outstanding RFIs and NCRs
g. Materials Deliveries and Acceptance
h. Samples and Testing
i Potential Variation Orders ad Changes
j. Review the Safety Report
k. Review the Environmental Compliance Plan Report
2. Review the On-Site Inspector’s Monthly Report
a. Quality Issues
b. NCR Issues
C. Other Qutstanding Issues or Points
d. Visitors
3. Work Planned for Next Month
4, Other Business
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Appendix 22 - Pre-Bid Meeting Agendas
A. Project Purpose
B. Review the Bid Documentation
C. Performance
D. Legal and Regulatory Compliance
E. Review the Required Financial Documentation
F. Industry Codes and/or Standards
G. USAID Requirements
H. Future Owner Agency Requirements (MRA, GUWC, Municipalities, MoA, etc.)
I. Information derived from similar projects

). Other requirements essential for the design / construction and development
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Appendix 23 - Weekly Report

Will be developed and attached later
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Appendix 24 — Guidelines for CQC Plan Evaluation
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INTRODUCTION

A contractor quality control plan (QC PLAN) is the documentation of the contractor’s process for
delivering the level of construction quality required by the contract. This document is intended to
provide guidance to GIMP contractors, subcontractors and suppliers as to what is expected from QC
PLANSs, and what the criteria for accepting and using the requirements for these plans will be.

The QC PLAN is a framework for the contractor’s process for delivering quality construction. The
plans and specifications define the expected results or outcome. The QC PLAN outlines how those
results will be achieved. While it is not possible to determine from the QC PLAN whether the level of
construction quality will be acceptable, it is possible to verify that the contractor, as an organization,
has addressed the basic elements of its quality process.

These guidelines address, not only what should be in the QC PLAN in order for it to be acceptable to
the Employer, but also what elements the Employer’s QA process needs to have in order to assure
quality.

QUALITY CONTROL REQUIREMENTS
FEATURES OF WORK

Features of Work of a project are each individual task of a project. Features of Work include such
activities, which are separate and distinct from other tasks, but these may not be sufficiently broken
down for the QC process. Each of these activities has sub-categories for the overall activity. To
properly manage quality on a project, each activity must be broken down to very specific activities
that are called "features of work

The following should be considered:
1. Features of work require different Preparatory Inspections

2. Contract specifications should be used to identify features of work. The separable features of
work to be find.

3. If new crew is required to do the work, a new feature of work to be included.

It is important that the Contractor have a clear understanding of the exact type of work the
Feature of Work represents.

CONTRACTOR PERSONNEL

Contractor and Subcontractor Staffing information is to be attached to QC Plan

TEST REQUIREMENTS

QC Requirements include Tests. QC Tests are defined in the Contract and are based on engineering
and construction judgment as to the type and number of tests to be accomplished.

SUBLITTALS
The Contractor is required to furnish a specified quality of Design/Construction, including materials
and equipment to be incorporated in the work. Control of the quality of materials and equipment
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require timely review, testing, or other evaluation. All required submittals must be made in time to
allow for evaluation, approval, procurement, and delivery prior to the preparatory control phase and
before the item is needed in the construction process.

SCHEDULE

Schedule Activities shall include an appropriate level of detail. The schedule shall be the
basis for measuring Contractor progress. Schedule activities will show the order in which the
Contractor proposes to perform the work, the dates on which the Contractor planning for
starting and completing salient features.

Each activity must include

e lts relation to a specific Contractor or Subcontractor,
e Feature of Work,

Phase,

Project Area,

Work Category

QC STAFFING

The Contractor QC staff must be of sufficient size and have the qualifications necessary to
ensure contract compliance, whether the prime contractor, subcontractors or vendors,
performs work. The size and composition of the QC organization may vary as the job
progresses. At all times it should be compatible with the level of effort and capability
required by the contract and construction schedule.

QC PLAN REQUIREMENTS

The contract documents establish the quality required in a project to be designed/constructed.
Contractors are responsible for comply with the contract documents and produce the required product.
Contractors are responsible for executing their Plan to schedule, control, and assure the end product
quality.

The following parts of contractor QC plans need special attention during review and approval of the
plan.

QC ORGANIZATION DESCRIPTION

The QC plan must include a QC organization description, which shows in detail exactly who is
responsible for the quality of each type of work performed. This means the name and qualifications of
all the individuals responsible must be listed.

TESTING PROCEDURES

The QC plan must identify all control, verification and acceptance testing procedures for each specific
test. It shall list the test name, specification paragraph number requiring test, feature of work to be
tested, test frequency and the person responsible for each test. It is noted that if the contractor uses a
commercial testing lab, the Employer must approve it. If the contractor intends to set up his own lab,
then this must also be inspected and approved by the Employer.

DEFICIENCIES

The QC plan must describe a procedure for tracking construction deficiencies from initial
identification thru correction. It is noted that establishment of the procedures does no good unless the
contractor is required to implement and maintain them.
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REPORTING

Procedures for reporting (including forms) must be developed in the QC plan. This should include as
a minimum, forms for daily QC activities, preparatory and initial meetings, control testing, final
inspections and subcontractor QC activities forms (if any).

DEFINABLE FEATURES OF WORK

The QC plan must also contain a list of definable features of work. There may be more than one
definable feature of work in each section of the specifications. A definable feature of work is any task,
which is separate and distinct from other tasks, has separate control requirements, or is identified by
different trades or disciplines.

DOCUMNENT/SUBMITTAL MANAGEMENT

The contractor must show how they plan to manage the submittals required by the contract and show
the Document procedures including proposed report formats. These QC procedures must show who is
responsible for the review and approval of all submittals for the contractor, including those from
subcontractors, offsite fabricators and suppliers. Note that the individual signing for the contractor is
certifying that the submittal meets all contract requirements. If too many submittals sent to the
Employer are not in compliance, then it is that individual who should be either retrained or replaced.

THREE PHASE OF CONTROL

If the project is design-build, the controls shall be adequate to cover all design and construction
operations, including both onsite and offsite fabrication, and will be keyed to the construction
schedule. The three phases are as follows:

e Preparatory Phase. This phase shall be performed prior to beginning work on each definable
feature of work. Use the preparatory phase checklist when conducting this phase meeting.
Safety is a consideration.

o Initial Phase. This phase must be accomplished at the beginning of a definable feature of
work. Use the initial phase checklist when conducting this phase meeting. Safety is a
consideration.

e Follow-Up Phase. Daily checks shall be performed to assure continuing compliance with
contract requirements. Safety is a consideration.

INSPECTION

On the number of Testing Procedures, the Quality Control Procedures are obligating the Contractor to
conduct completion inspections of the work and develop a “punch list” of items which do not conform
to the contract requirements. The QC staff shall make a second completion inspection to ascertain that
all "punch list" items have been corrected and so notify the Employer. The completion inspections and
any "punch list" item corrections will be accomplished within the time stated for completion of the
work. The plan must include project completion turnover procedures. These may include:

Warranty information.

O & M manuals

system operation and sequence verification
final system testing

instruction and training procedures

punch-out

pre-final inspection to include the Government
final inspection to include the client/customer "punch list"
“punch list” correction and verification
turnover of extra materials and spare parts
turnover of keys
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o completed as-built drawings

TABLE OF CONTENTY FOR QC PLAN DEVELOPMENT
1. QUALITY CONTROL PROGRAM
1.1 Purpose
1.2 Program Criteria
2. ORGANIZATION AND RESPONCIBILITIES
2.1 Project/Sub-Project Organizational Structure
2.2 Names and Qualifications

2.3 Outside Organizations / Subcontractors

3. INSPECTION
3.1 Scope
3.2 Design Inspection

3.3 Construction Inspection

3.4 Phases of Inspection
3.4.1 Preparatory Meeting
3.4.2 Initial Inspection

3.5 Follow-Up Inspections

3.6 Punch-Out Inspections

3.7 Pre-Final Inspection
3.8 Final Inspection
4. TESTING

4.1 Purpose

4.2 Testing Schedule

4.3 Failing Tests

4.4 Testing Procedures
5. REPORTS AND RECORDS

5.1 Scope
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5.2 Reporting and Distribution of Reports
5.3 DCC

SUBLITTALS

6.1 Submittals

6.2 Filing Submittals

6.3 Submittal Register
NON_CONFORMACES

7.1 Scope

7.2 Non-Conforming Items

MATERIAL RECEIVING, HANDELING AND STORAGE

8.1 Scope
8.2 Receiving Inspection
8.3 Handling and Storage

ARRACHMENTS

Appendix A Letters of Authorization with Resumes

Appendix B Concrete Placement Procedure

Appendix C Forms

Appendix D Submittal Flow Chart

Appendix E Major Definable Features of Work

Appendix F Required Tabs

Appendix G Organizational Chart

Municipal Infrastructure and Irrigation and IDP Housing Rehabilitation Project
Quality Management System — QA/QC Plan (Draft)

104



Appendix 25 — Guidelines for Method Statement Evaluation
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Responsibilities

This form has been prepared to act as guidance when compiling a task specific Method Statement.

If the activity has been identified as one which will be undertaken by a specialist contractor then,
prior to the relevant works starting on site, ensure that you have received a Risk Assessment /
Method Statement from the contractor which is then to be reviewed using the Method Statement
Checklist

Content of Method Statement

All method statements must include, as a minimum, assessments / arrangements under the
following:

Identify the Scope of Works and/or Tasks (Work Features)

Assess the Scope of Works / Task by breaking it down into basic components/operations or groups
of operations (Work Features). Other sources of information when making these assessments
include:

a. Program Breakdown (Task List).

b. Identification of main activities (Work Features)

c. ldentification of natural and urban conditions / structures

d. Engineers Instruction

Carry out Risk Assessment

Use the Hazard Checklist to identify which operations require the significant findings to be recorded
and then use the Risk Assessment to record the assessment and attach to the completed Method
Statement

Identify the Labor Requirements

a. List type of labor and trades required.
b. Assess numbers of each trade plus support labor to complete to the project requirement.

c. Ensure areview workforce competence certification according to the works to be performed

Identify the Plant Requirements

a. List the plant type and numbers to be used.

b. Ensure the equipment is checked as having the required Maintenance Inspections,
Thorough Examinations and Testing.

c. List any particular requirements for special works i.e. vehicles — heavy lifting
equipment

d. Specific delivery requirements (police escorts).
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Identify any Hazardous Materials

Attach any relevant Assessment checklist (which can be obtained from the Health & Safety
Department) to the completed Method Statement.

Sequence of Works/ Methodology by the Work Features

a. The scope of work is to be broken down into a chronological series of events.

b. Then detail how the works are to be completed (i.e. by establishing a safe system of
work for each work event using the control measures determined in the relevant
Risk Assessment).

c. Detail how any existing services etc. are to be protected.
d. Include the access arrangements (scaffolds, walkways, ramps, ladders etc.).
e. Assess whether a Lifting Plan is required

f. Include how materials are to be delivered and how & where they are to be off-
loaded and stored (On site but not in the Store).

g. Confirm if there is a requirement for authorization prior to commencement.

h. Detail any approvals and hand-overs.
Permit To Work Requirements

Any requirements for the use of a Permit To Work system should be itemized including
consideration for the following permits:

a. Confined Space Entry

b. Hot Works

c. Roof work Permit

d. Permit to Excavate

e. False work / Formwork Permit

Describe the process of submittal and approval of deliverables for issuing the Permit to Work

Review Access
The access requirements around the site should be itemized including:

a. Traffic management.

b. Routes through infrastructure (Bridges, Small roads, etc.).
Review the Health Protection
Review health protection including:

a. P.P.E
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b. Manual Handling

c. Asbestos / Hazardous Materials

Submit the Method Statement
All Method Statements must be signed and dated by the author.

Method Statements must be briefed to all the staff and operatives concerned, prior to commencing
the activity, and then recorded as having been given, dated and confirmed as being understood by

signature using the Method Statement Briefing
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Appendix 26 — Guidelines for Mobilization Plan Evaluation
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General
Mobilization Plan shall include all Construction equipment, Materials and Work force delivery to the

site as well as submittal of related documentation to start the works / Site Setup.

The Mobilization Plan shall also include the cleaning and preparation of the work area and the
personnel service s preparatory to commencement of the actual work.

Submittals

Under the Mobilization Plan the Contractor shall submit as an attachment:

a) Location Plan, including:

e Construction Site(s) Location,

e Plant (s) / Workshop(s) / Construction Yard (s) location,
e Distances from and to Site (s)

e Roads / routs to be used

b) Layout of the Construction Site, including :
e Fence,

e Roads / accesses,

e Parking,

e Buildings,

e Storage Area,

e Other specific to the Project items

Work Force Mobilization
This clause shell name the work force to be involved in the mobilization / Site setup process.
Describe the works to be performed during site setting up and the machinery / equipment’s to be

used. Follow to the works description and identify the disciplines /special works and the teams /
Engineers, masters, technicians, operators and labors to be involved for site setup works

Construction Plant and Equipment Transportation

The transportation of machinery / equipment and plants are most important issue of Health Safety
and environmental and need to be carried out in accordance with Contractors Safety Plan and Local
State Regulations.

a) Provide the list of main equipment / plants to be transported,
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b) Describe the transport and lifting machinery / equipment to be used,

c) Provide the Rigging plan (Lifting plan) of heavy equipment (loading, unloading) and identify
the natural and/or urban difficulties (limited areas, buildings/structures around, etc.)

Materials Delivery

Materials to be used for site setup and the materials to be delivered to the site and/or
workshop/plants for general works shall be delivered to the site/workshop/plants during the
Mobilization Phase.

The Mobilization Plan shall provide:

a) List of materials to be delivered during the Mobilization phase
b) Provide the approval processes
c) Delivery sequences

d) Storage specifics

Erecting, setting up the Temporary Facilities

The temporary facilities to be erected / constructed on site and/or construction yards, plants or
workshops need to be listed in mobilization plan and provided the sketches and/or drawings
showing details if required by the Employer’s Project Managers.

Under description of each entity, the following need to be highlighted:

a) Type of facility (provide sketch or drawings [attach to document])
b) Location of facility (shown on the map and/or area layout[attach to document])
c) Specific works to be performed
d) Defined work force to be used
e) Materials need for installation
f)  Utilities to be installed
Utilities
The construction activities will require the different type of supplies/services to perform the works

and maintain the temporary facilities. Contractor under the clause “Utilities” shall provide the type,
sources, capacity and installation details (Sketches/drawings) for:

a) Water Supply

b) Power Supply

c) Sewage system

d) Storm Water System
e) Communications
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f) Etc.

Accommodations

Under this clause Contractor shall provide the information concerning to the number of workforce to
be involved in project implementation (construction),identify required accommodation needs and
provide the living facilities/houses location, number and utilities to be setup for services.

Attachments

Layout of the Construction Site, including: Fence, Roads/accesses, Parking, Buildings,
Storage Area, Other specific to the Project items

Location Plan showing the Plant (s) / Workshop(s) / Construction Yard (s)
Sketch or drawings of Temporary Site Offices

Sketch or drawings of Temporary Batching Plants

Sketch or drawings of Temporary Construction Yards

Area layouts for Temporary Facilities

Sketch or drawings of Temporary Water Supply System
Sketch or drawings of Temporary Power Supply
Sketch or drawings of Temporary Sewage system

Sketch or drawings of Temporary Storm Water System
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