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1.0 SCOPE; 156,421 824

This quality manual establishes policies and procedures for accreditation of (your
Company name) — a Type A Accredited Special Inspection Agency (SIA).

2.0 COMPANY VISION and GOVERNING POLICIESg,

COMPANY VISION

QUALITY POLICY

PRACTICAL STEPS TO SUPPORT: P@CIES

\\

Customer Focus:

Workplace Excellence:

Empowerment:

Intelligent Management: i\\

&ECTION 3 FOR DETAILS ON THESE PRACTICAL STEPS

&

2.1 D?QL' ns and Abbreviations
t

ise noted, the Company applies the definitions of key terms according to

Unless

QMS efinitions and Abbreviations. Subordinate or external documentation is

re@ed in Bold Italics.

0®
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3.0 QUALITY MANAGEMENT SYSTEM
3.1 Responsible Authorities (RA)

The Company employs

ol
Other inspectiQn\
projects are supervised by individuals with required expertise, experience and fam@
in

with specific types of construction and fabrication. Designated authorities are det
the QMS-05 Responsibilities and Authorities Procedure. @

3.2 Management System Documentationssz g2.4 825 6

The Company has prepared and maintains a quality system that gsdcOmpliant with
relevant requirements of 1SO 17020 and all requirements of 1AS @S291. The quality
manual is cross-referenced to clause numbers from IAS AC291 t vide ease in review.
Documented information that is related to special inspections ai quality system policies,
procedures and forms are available to all personnel, and\QDe Client according to the

Contract. ‘Q
O

3.3 Requirements \\

3.3.1 Legal Status*’s 11513515 522, 7.]@.3.2
The Company's legal business name is: O

(Your Company Name) v/
Field and Types of Special Ins%%?i?)ns

: N .
The Company is a Type A,é%;pectlon body that does not impose any contractual
conditions for its service. ()\

The Company maintaio&l‘rent work instructions for specific fields and types of special
inspections (see Ta ). Special inspection operations are performed according to
documentation eloped by Responsible Authority(s) during the Design and
Development ss. Special inspection instructions are based upon the content required
by the latgst reVision industry standard(s). The work instruction, drawings and other
documem@eﬁne the inspection steps necessary for the contract. In addition, the

These activities are fully defined in the QMS-
Inspection Procedure and QMS-17 Design and Development Procedure.

QO
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Table 1: Accreditations

Description of Inspection

Procedure and/or
Specification

Description of Inspection Activities

Special Inspections

Rules of the City of New York,
IRCNY 101-06, Appendix A;
New York City Building
Codes 2014; The International
Building Codes (IBC) 2014

The inspection of quality, workmanship and requirements for construction.
Materials, inspection and testing shall conform to applicable standards listed in
the family of Codes based on the International Building Codes (IBC) and each
state’s modifications to these codes and to the rules of the Local Code Officials.
Specifically, New York City Chapter 1 of Title 28 of the Administrative Code
for additional provisions relating to materials, testing and inspections.

e

General Building Construction

PN

Wall Panels, Curtain Walls and Veneers BC 1704.10 Compliance with filed plans, approved submittals and \U
RC 1023 In-house procedure RC 1023 (
Exterior Insulation Finish Systems (EIFS) | BC 1704.13 Compliance with filed plans, O‘
RC 1025 In-house procedure RC 1025 \\
Chimneys BC 1704.26 Compliance with filed plans, approved submittals and “‘
BC 1707.7 In-house procedure RC 1041
RC 1041 PR
Flood Zone Compliance BC G105 Compliance with filed plans, approved submittals w
BC1704.29 In-house procedure RC 1000 &
RC 1000
Photoluminescent Exit Path Markings 1 RCNY 1026 Compliance with filed plans, approved sub stand
BC 1024.8 In-house procedure RC 1002
RC 1002 7
Fire Protection System & Fire-Resistant Construction ¢ v
Emergency and Standby Power Systems BC 1704.31 Compliance with filed plans, gpproed submittals and
(Generators) In-house procedure RC 1
Fire-resistant Penetrations and Joints BC 1704.27 Compliance with filed p, roved submittals and
In-house procedure 0:
Smoke Control Systems BC 1704.15 Compliance with fi s, approved submittals and
BC 909 In-house proce: 26
RC 1026
Sprayed fire-resistant Materials BC 1704.11 Complian ith filed plans, approved submittals and
Mastic and intumescent fire-Resistant BC 1704.12 In-hou! dure RC 1024
Coatings RC 1025
Sprinkler Systems and Standpipe Systems BC 1704.23 ’Gompliaﬁce with filed plans, approved submittals and
BC 1704.24 ( ln-,oﬁse procedure RC 1038
BC 903
RC 1038 \
Plumbing & Mechanical Systems \/
Fuel Storage & Fuel Piping Systems BC 1704.17 Compliance with filed plans, approved submittals and
BC 1707.7 A In-house procedure RC 1028
Manufacturgr [ ons
RC 1028 90\

Heating Systems

BC 1704.

>

Compliance with filed plans, approved submittals and

1707. In-house procedure RC 1040
R
Mechanical Systems 10416 Compliance with filed plans, approved submittals and
% 07.16 In-house procedure RC 1027
CMC 1011, 1018, 1208
% RC 1027
I
v 1
Private On-Site Storm Water sal BC 1704.21 Compliance with filed plans, approved submittals and
Systems and Detention Faciljgieand BC 1704.22 In-house procedure RC 1034, RC 1035, RC 1036 and RC 1037
Individual On-Site Priv, %@e RC 1034
Disposal Systems Insta@-\ RC 1035
RC 1036
m RC1037

Structural Natehald’& Construction Operations
Concretg- \; Place & Precast BC 1704.4 Compliance with filed plans, approved submittals and
RC 1007 In-house procedure RC 1007 and RC 1008
. O\ RC 1008
C &\f}:stressed BC 1704.4 Compliance with filed plans, approved submittals and
\ RC 1009 In-house procedure RC 1009
p Foundation Elements BC 1704.8 Compliance with filed plans, approved submittals and
BC 1808 In-house procedure RC 1020
BC 1809
BC 1810
RC 1020
Excavation-Sheeting, Shoring and Bracing BC 1704.20.2 Compliance with filed plans, approved submittals and
RC 1033 In-house procedure RC 1033
NYCBC 3304.4.1
Masonry BC 1704.5 Compliance with filed plans, approved submittals and

W\

o

Page 7 of 19

PROPRIETARY INFORMATION

This document expires 30 days after printing unless marked "Released".

Form Rev: Orig

Date Printed: -




(Your Logo)

QMS-00 Quality Manual

(Your Company Name) -
Rev: Orig
Description of Inspection Procedure and/or ‘ Description of Inspection Activities
Specification
RC 1012 In-house procedure RC 1012
Seismic Isolation Systems BC 1707.8 Compliance with filed plans, approved submittals and
RC 1044 In-house procedure RC 1044
Standard Specification for Agencies ASTM E329 This specification defines the minimum requirements for agencies engaged in:
Engaged in Construction Inspection, a) Inspection of construction activities and materials used in construction,
Testing or Special Inspection b) Testing of construction activities and materials used in construction, andc)
Special Inspection
Structural Cold-Formed Steel BC 1704.32 Compliance with filed plans, approved submittals and Qs
BC 1704.34 In-house procedure RC 1006
RC1006 \é
Structural Steel-High Strength Bolting BC 1704.33 Compliance with filed plans, approved submittals and \\'
RC 1005 In-house procedure RC 1005 (\
Structural-Stability-Existing Buildings, BC 1704.20 Compliance with filed plans, approved submittals and N4
Mechanical Demolition, and Raising and BC 1704.20.4 In-house procedure RC 1031
Moving of a Building BC 1704.20.5
BC 3304.4.1
RC 1031 .,
Subsurface Conditions-Fill Placement & BC 1704.7.2 Compliance with filed plans, approved submittal@/
In-Place Density BC 1704.7.3 In-house procedure RC 1018
BC 1803.5 @
RC 1018
Subsurface Conditions-Subgrade BC 1704.7.1 Compliance with filed plans, approvgenguipfittals and
Inspection RC 1017 In-house procedure RC 1017 ¢
Subsurface Investigations (Borings & Test BC 1704.7.4 Compliance with filed plans, approtgd submittals and
Pits) BC 1704.21.1.1 In-house procedure RC 101%
BC 1802
RC 1019
Underpinning BC 1704.20.3-20.10 Compliance with fi s, approved submittals and
RC 1022 In-house proced{\ 22
Vertical Masonry Foundation Elements BC 1704.9 Complgguc h filed plans, approved submittals and
RC 1021 In-hou edure RC 1021
Welding: Steel, High Pressure Steam BC 1704.3.31 Compliahce with filed plans, approved submittals and
Piping, High Temperature Hot Water BC 1704.18 " Th-hoyse procedure RC 1004
Piping, High Pressure Gas Piping, and BC 1704.19 (
Aluminum (2 RCNY 25-BAS Rule) BC 1704.28
RC 1004 “ \/
Wood Construction-Prefabricated Wood I- | BC 1704.6 v Compliance with filed plans, approved submittals and
Joists, Metal-Plate Connected Wood RC 1013 In-house procedure RC 1013, RC 1014, RC 1015 and RC 1016
Trusses, and High-Load Diaphragms RC 1014 % )
RC 1015 @
RC 1016 &\‘

S\
3.3.2 Liability Insurancg®;,

The Company's liability {@Urance policy number is recorded on documents required by

the contract, such

e quality manual. Management considers various types of

insurance to ensuQc erage of its business, employees, subcontractors and clients.

3.3.3 Risk t%i)arﬁa"tymm.l, 4.1.2,4.15,5.2.1,6.1.11

ployee of the Company that has any financial or other interest in a Client
i or through any member of his/her immediate famil

, shall
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using the Confidential Financial Disclosure form and Approval of Outside Activity
Report.

Purchasing imposes impartiality requirements for Contract Inspectors hired by the
Company to perform special inspection operations. . 6
\)

The acceptance of gifts, gratuities or compensation from Clients or any person wi
financial interest in the results of a special inspection program is not permitted. \

The acceptance of items intended for the purpose of advertisement and bearin
of the Client is

The Company cooperates with Client-related activities and %&mpates where requested
in all necessary meetings with Clients. X\

The Company will not, in any wa

The Company will abide by all Government ses or other statutory or regulatory

requirements as referenced by the order or cghitract.
Employee compensation is not dependept Sg/results or quantity of inspections.
Affidavit of Compliance to Indu%ry Standards

The Company operates in a t ent manner to avoid any perception of conflict of
interest. See Appendix A f fidavit that attests to the Company's compliance to
I standards. The C any ensures

3.4 n identiality4'54.2.1’ 6.1.13
All loyees sign the Company's Nondisclosure Agreement form to help protect Client
— o I

@)
O 35 Organization and Independence®® .5 614

The following organizational chart defines the basic management structure of the
Company. In all cases, the appropriate person has been granted both the responsibility

Page 9 of 19
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and authority for their position's duties, which are further defined in the QMS-05
Responsibilities and Authorities Procedure. Responsible Authorities include:

3.5.1 Technical Manager*®?;,s

The Company documents inspection —
responsibilities for each manager.

&

9

. 4.6.2 N

3.5.2 Quality Manager™"“g 3 e O\‘
Manages quality system and reports -

to top management.

3.5.3 Field Supervisor*®?

Manages field inspections.

QL
||||- 1]

3.5.4 Deputies*®*s,;
The Company assigns a Deputy for \'6

each Manager. &

3.6 Technical Competency of Special @Bectors

The Company strictly conforms to industry staridards for qualification requirements of
Special Inspectors according to Table 1 if the latest revision release of 1AS AC291.
For Special Inspectors that do not have three (3)
months of relevant work experience, th mpany maintains an Inspector Certifications
Matrix that

The Company monitors j ctor performance _
ﬂ acco to the Quality Plan for Monitoring Special Inspectors.
The certification an Mhing matrix is defined in the QMS-06 Training Procedure.

3.7 Job- &gafety 719

The Com amtalns a safety program and prepares safety guidelines for each project.
s receive safety training on physical and chemical hazards that may be
d on the construction site. The Company assigns a Responsible Authority to:

Cj The Company maintains the safety of their employees, subcontractor employees and
others in their work area in cooperation with

Page 10 of 19
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The Company's safety program is defined in QMS-11 Safety Program.

3.8 Measuring and Monitoring Resources*%.,

All measuring and test equipment instruments and devices used to determine special
inspection conformance are

&

defined in the QMS-15 Calibration Procedure. @
Maintenance of Equipment Used to Perform Inspections in the Fie

Inspections in ti eld

4.9.1
t9

The Company maintains equipment according to

Maintenance of Equipment Used to Verify

The Company maintains equipment according to

3.8.1 Test and Measuring Equipment Lis

%
The Company maintains a list of test and measuring e@ent according to the QMS-15
Calibration Procedure. \\\

3.8.2 Handling Defective Equipment*®2 Y™~
The controls for handling defective equipr@’are defined in the QMS-15 Calibration

Procedure. AV
v

3.8.3 Sorting of Test and MeasGsement Equipment™®*
The Company categorizes me\‘ g equipment according to the QMS-15 Calibration

Procedure. .
N

3.8.3.1 Externa@clf‘)ration“'g'&l

The Company mai@ traceability to external resources that perform equipment
calibrations accoxjng to the QMS-15 Calibration Procedure.

3.8.3.2 m%'nal Calibration®®*?

The Co y maintains traceability to internal resources that perform equipment
calibr@ns according to the QMS-15 Calibration Procedure.

3 &Q Verification Before Use**>?

-calibrated measurement devices may be used to accept or reject quality
¢ O Sharacterisics when | <o 0

QMS-15 Calibration Procedure.
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4.10
3.9 Record and Document Control 7.3.1,83.1,8.3.2,84.1,84.2

Records are maintained in secure area(s) for
contract. Records are controlled

according to the QMS-01 Control of 6@‘
N\

Documented Information Procedure.

Documents are reviewed and approved prior to release and only the latest versi &
available to users according to the Company's Master List of Controlle MS
Documents.

Invalid and obsolete documents are

The control of documents is de in the QMS-01
Control of Documented Information Procedure. O)

4.10.20 &@

Security and Backup of Stored Data

The Company has assigned a Responsible Authority to X?du licate original backups

of electronic data b

3.9.1 Legal Entity Status*'®! — see 3.() .

3.9.2 Confidentiality, Impartiality QJConflict of Interest*'%%, 1 4 415521

pPendent to enable impartiality and elimination of
.3). Risks to Inspector impartiality, such as
are eliminated or minimized according to the

QMS-14 Control of Nonggnformances Procedure. See the OMS-04 Management
Process Procedure for &nce regarding

3.9.3 Liability @Z@ance4-1°-3 — see 3.3.2

Special inspection operations are |
erceived conflicts of interest

3.9.4 Quotdhion and Contract Review/Risk Analysis*'%%,,1 612 621 7.15 822

QMS-02 Configuration Management Procedure. Contract documents are
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maintained as proprietary and confidential according to the QMS-01 Control of
Documented Information Procedure.

MS-04 Management Process Procedure is used to address

The Company integrates and implements these actions into quali

4111 é

Area of Expertise (%)

Prior to formal contract review, the Company *
4111 ‘Q\'

Capabilities and Resources §

The Company determines capabilities and rec%r%d resources to meet Customer

requirements

Inspection Approval** 4112 Q .

The Company performs inspections aco@ﬂg to _

LY

3.9.5 Signed Quoteleont\’an’"'m'5 - see 3.9.4
3.9.6 Inspection Schedé}o@?Dispatch Records*'*° — see 3.18
3.9.7 Inspector C tency Matrix***’ — see 3.6

3.9.8 ExternagProvided Inspection Services/Purchasing and Control of
Subcontra 10.8, 4.13

6.1.12,6.2.11,6.3.1
Purchasin treated as a process within the Company's

roCCSS ensurcs

uality management system.

The Supplier approval and purchasing process is
fined in the QMS-08 Purchasing Procedure.

%omin materials are inspected to

C}O The verification process is defined in the
QMS-09 Receiving Procedure.
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Subcontracted special inspection agencies and qualified individuals are reviewed and
approved according to the QMS-08 Purchasing Procedure and are listed on the

Company's Approved Suppliers List. Special inspection activities are monitored
e (o N - - Oty Pl Tor 0

Monitoring Special Inspectors.

3.9.9 Special Inspection Reports**°® — see 3.18 &\6
3.9.10 Calibration Records*'®° — see 3.8 @O

3.9.11 Sample Handling/Preparation, Acquisition, Hand@é‘, Storage
and Transportation of Samples or Field Prepared Specimen@ 721,722,724

The Company has assigned qualified Responsible Authorities. @ prepare Special
Inspection Instructions that describe

X

3.9.12 List of Controlled Docum@s“' 012 _see 3.9

3.9.13 Internal AUdit4'1o'138.2.21w\h€.6_4' 8.6.5
Internal audits are conducted to en@jre ongoing compliance with requirements and to

determine the effectiveness € Company's policies and procedures. This is
accomplished by
- N

those of IAS AC291, I1SO 17020 and the Company's

Audit requirements inc
Manual as well a

3.9. Customer Complaints*'®** — see 3.13

&\ . 4.10.15
@.15 Customer Satisfaction™
QY¥he Company collects feedback from Customers and regulatory agencies using one or
C} more of the following methods to ﬂ
[
i 2=
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&

Records of Customer feedback and corrective actions are maintained accordiné’%‘ the
QMS-01 Control of Documented Information Procedure. @

3.9.16 Training and Supervision/Monitoring of Inspector®®165,2_7, 6.1.1,
6.1.3,6.1.5,6.1.6 A
All Special Inspectors are

erformed according to
MS-06 Training Procedure to achieve

Management ¢onducts periodic reviews of employee
performance according to the Qualit itori Special Inspectors.
The internal auditin

Inspector Training \(0»

The Company trains In@ ors _ according to the
QMS-06 Training P @ure.

Supervision/M(zitoring of Inspectors

The Compan@ﬁtors Inspectors according to the QMS-06 Training Procedure and the
Quality P@f r Monitoring Special Inspectors.

4.10.17

3.9.170\' Supervision/Monitoring Logs 6.1.8

Th %pervisor reviews Inspector performance and inspection reports according to the
-06 Training Procedure and the Quality Plan for Monitoring Special Inspectors.

QO%IX Month Review

The Company reviews Inspector performance according to the QMS-06 Training
Procedure and the Quality Plan for Monitoring Special Inspectors.
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Field Monitoring

The Company monitors Inspector field performance according to the QMS-06 Training
Procedure and the Quality Plan for Monitoring Special Inspectors.

@o
Field Identification Requirements for Special Inspectors \é*
The Company prepares an identification badge for Inspectors that includes Q
H \
O
3.9.18 Standardized Document Content’%* @
Management system documents contain the following content: 6

&
Q)
S

3.9.19 Change Control**°*° g\\
(S

Changes to hardcopy and electronic documents controlled according to the QMS-02

Configuration Management Procedure.

*

v/
3.9.20 Retain Records*°2° —See 3.9

ﬂ
3.10 Quotation and Cont%@%1

N

3.11 Sample Handlin \®'— see 3.9.11

—see 3.94

3.12 Externally %Q%Ied Inspection Services*"® — see 3.9.8

CJO
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3.15 Internal Audit**® — see 3.9.13
3.16 Management Review*", 15 g5.11 \6.@

The following agenda items are required for management review meetings:

Improvements in the quality system &\Q

The frequency and required attendees for mana &nt review meetings is defined in the
QMS-04 Management Process Procedure. Addi¥onal inputs for management review are
defined in the QMS-04 Management Procgss, Procedure. Management review meetin
minutes are

\
3.17 Status Review and&?ication/Reporting Discrepancy**®;71

8.8.3 .
When a nonconformance @urs, including complaints, the Company reacts to the
nonconformance and, %plicable, takes action to control and correct it and deal with
the consequences a %ng to the QMS-13 Corrective Action Procedure and QMS-14
Nonconformancg/Gortrol Procedure.

The Compan);: aluates the need for action to eliminate the cause of each
nonconfo to

Q) WManagement direction for processing unresolved corrective actions is defined in the
Cj QMS-04 Management Process Procedure.
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3.18 Dispatching Daily, Intermediate and Final Reports**®,,1 422 7.4
, intermediate and final reports are not

When required, unless prohibited by law, a Responsible Authority rg@% Clients in
advance of any release of information to the public.

Corrections or additions to an inspection report or inspection ce ate after issue are

INSPECTION REPORTS*19

The Company prepares inspection reports that containe @-\anon required by applicable
regulatory authorities, which includes, but are not {{1

1.
2.

XA R W
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APPENDIX A: AFFIDAVIT of COMPLIANCE to |INDUSTRY
STANDARDS, ;¢
o

&

The Company operates in a transparent and non-discriminatory manner.

The Company and its inspection staff do not have

The Company and its staff do not
<

The Company strictly applies criteria from AG@? to establish minimum
qualifications for personnel that perform special irfspedtions.

?\\
Cj.

Signature of Company Official \>/ Date

6«
NOTARY: (if desired to afﬁ\ﬁ&ear to above assertions)
@
%,
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