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1.0 - Planning of Product Realisation 

1.0 Purpose 

This document defines the process for planning product delivery. 

2.0 Process 

Review 
Contract 

Requirements 

Materials & 
Purchasing 

Receive 
instructions 

to 
commence 

Commence 
Purchasing 

Process 

Techical 
Issues 

Resources 

Infrastructure 

H&S Issues 

Quality Issues 

Environmental 
Issues 

Site Planning 
& Setup 

Site Admin 

Materials 
 Control & 
Storage 

Quality Plans 

H&S Plans 

Define 
acceptance 

criteria 

Appoint 
Subcontractors 

Deliver Monitor 
Maintain 
Records 

Tendering issues Pre-contract issues Works commenced
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3.0 Quality Plans 

When required, contract specific Quality Plans will include the following information: 

1. Customer details
2. Enquiry documents/ Contract specifications
3. Management Organisation relating to the contract
4. Personnel carrying out the work
5. Work Programme
6. Product identification and traceability
7. Producing method statements
8. Storage and transportation
9. Inspection and test plans
10. Control of records
11. Management and control of subcontractors

Where appropriate the Quality Plan may refer to the relevant section of the Quality 
Management System 



Planning & Delivery 

Section: 2 
Page: 4 
Revision Reference: 01 
Issue Date: May 2025
Approved: 

Site Planning 

1.0 Purpose 

The purpose of this document is to define the process to be used for the planning of the 
resources and facilities required on a site.  

2.0 Process 

This process should be started at least eight weeks prior to the commencement of a 
contract. 

Receive Instruction to commence 

Identify Site Management Team 

Site Planning 
(Use site-planning checklist) 

SITE 
Ensure principal 
contractor has 

provided adequate 
facilities 

UTILITIES 

WELFARE HSQE 

RESOURCES 
Staff 

Equipment 
Materials 

Environmental 

Health & Safety 

Quality 
Requirements 

Toilets 

Eating Area 

Drying Area 

First Aid 
Arrangements 

Telephone Water 

Clients Line? 
Written agreement required 

Separate Line? 
Apply to Supplier 

Electricity 

Metered supply? 
Apply to REC 

Clients Supply? 
Written agreement required 
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Site Planning Checklist 

Site Name:    Contract No.  Start Date: 

To be completed by the Site Manager 

RESOURCES HSQE 
Checked - Sign Checked - Sign 

Staff Health & Safety Assessments 

Equipment Environmental Site Plan N/A 
Materials Quality Requirements 

WELFARE SITE 
Checked - Sign Checked - Sign 

Eating Area Is the size of the site adequate? 

Drying Area 
Is a licence required because 
the site is on the Highway? 

First Aid Arrangements 
Does scaffold require any 
licences? 

Toilets Fencing / Perimeter 

Adequate storage facilities? 

UTILITIES 

WATER 
Checked - Sign 

Hydrant:  Has Licence 
been applied for? 

Client Supply: Written 
agreement received? 

ELECTRICITY TELEPHONE 

Checked - Sign Checked - Sign 

Metered Supply: Applied 
to REC? 

Separate Line: Applied to 
Supplier? 

Client Supply: Written 
agreement received? 

Clients Line: Written 
agreement received? 

Comments: 

Reviewed by Contract Manager: Date Reviewed: 

Copies to be retained in “Site File” and “Contract File” 
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Handover and Pre-commencement 

3.0 Purpose 

This document defines the process for the meetings to pre-plan projects 

4.0 Process 

Project Handover, Pre-commencement & Review Meeting 

  Attendees & Responsibilities 

Purpose: Review the project and establish 
an action plan. 

Timing: When practical; at least four weeks 
prior to the project start date. 

Meeting agenda:.Meeting agenda

Person responsible for tender 

• Appraise the team of the tender

• Answer tender related queries

Contracts Manager 

• Programming

• Site Set Up

• Client Co-ordination

• Liaison with QS

Project supervisor 

• Supporting the CM

HS Advisor 

• Assisting with H&S Plan (CDM
contracts)

• Assessing Risk Assessments &
Method Statements

Quantiity Surveyor 

• Contractual matters

• Bonds & Guarantees

• Contractors

• Returns

• Margins

Pre-commencement 
Meeting

Purpose: To review & approve project 
readiness 

Timing: When practical; one week prior to 
the project start date. 

Review & Approval 
Meeting
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Contract Team Pre-Commencement & Handover Meeting 

Item No. Agenda Action 

1 Project title: 

2 Description of project works and location: 

3 Project team: 

4 Anticipated project period: 

5 Commencement date: 

6 Value of Contract Works (inc provisionals): 

7 

Contact details: Name, Address, tel, fax, email & mobile 

(a) Client
(b) Contract Administrator
(c) QS
(d) Engineer
(e) M& E Consultant
(f) Planning Supervisor
(g) Any Other

8 

Contractual Matters: 

(a) Form of Contract
(b) Contract docs received/awaiting receipt
(c) Commencement agreement.
(d) Bond requirements
(e) Guarantees
(f) LADs
(g) Defects liability

9 H&S 

Item No. Agenda Action 

10 

Estimating 

(a) Contract sum
(b) Tender anomalies or specific provisions
(c) Margin at tender
(d) Hidden margins
(e) Special deliveries
(f) Specified contractors
(g) Specified materials

Item No. Agenda Action 

11 

Construction 

(a) Finalising project programme

(b) Site establishment and project prelims.

(c) Temporary services: gas, water & electric.

(c) Health and Safety input
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(d) Specific design checks

(e) Preparing information required schedules

(f) Labour requirements

(g) Suggestions to alternative materials/work items

(h) Plant requirements

(i) Signboards

(j) Forms/agendas/sub-programmes/admin.

(k) Detailed surveys and specific design requirements
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Estimating & Review Process 

1.0 Purpose 

To define the process for reviewing and estimating tenders or partnering framework 

agreements 

2.0 Process 

2.1 Receipt of Tender 

 

No 

Yes 

No 

Enquiry Received 

Estimating reviews: 
▪ Suitability
▪ Return dates
▪ Bid method / strategy
▪ Current Workload
▪ Risk
▪ Type of work

Complex or 
>£1M

Bid passed to Estimating Administration who will process as 
follows: 
▪ Check all documents are present and correct
▪ Create a “Contractors Copy” of tender documents
▪ Create an Estimating File
▪ Enter all data and create project number on the

Durasteel database

Decline 

Divisional Manager holds meeting 
with Managing Director to review: 
▪ Commitment to price work
▪ Prioritise

Yes 

Approved? 

 Estimator carries out the following: 
▪ Check all documents have been received
▪ Set up Job File in “Tender Folder” 9 is prefix for all

divisional project numbers
▪ Mark up Subcontractor / supplier packages using the
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Estimator to monitor progess of project, utilisng Durasteel 
database to document. 

▪ Blue project number = project still live
▪ Green project number = Project won and progression

to pre-comencment stage
▪ Red = Project lost

Document filing 

Blue: Retained within Durasteel filing system active 
documents 

Green: Retained within Durasteel filing system active 
documents 

Red: Archived ISS data storage under project number 
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2.2 Method of Estimating 

2.3 Post Bid 

 
 
 
 

 
 
 

Sending out Subcontractor / Supplier Packages 
Administration will carry out the following: 
▪ Copy all packages according to amount of subcontractors
▪ Send out packages with a relevant mark up sheet and a covering

letter explaining the project and required return date
▪ A chase list detailing subcontractors and by trade and contact details

will be placed in the Job File

Pricing of tender 
▪ Ensure that all information is entered into the “New Job“ section
▪ Ensure documentation provides correct quantities and items are in the

correct place
▪ If prices are not received, estimator will use “First Principles” to price
▪ Unless a subcontractor is named, at least two quotations per trade will

be required.

Settlement of tenders 
A “settlement Meeting will be called & dependant on value will include the 
following people: 

Managing Director Divisional manager 

An agenda will be issued for the meeting which may include the following items. 
Quotation Comparisons List of Provisional Sums/Dayworks 
Prelim Sheet  Tender Summary Sheet 

Once a bid has been submitted the divisional manager. will be responsible 
for following up.  

If ISS are appointed as the preferred bidder a date will be set for a 
Handover Meeting with the relevant contracts team where the following 
documentation will be handed over: 
▪ Drawings and employers requirements
▪ Bid Correspondence
▪ A copy of bid costings
▪ Priced Bill of Quantities
▪ All Quotations

The Estimator will compile a list of documents and drawings to be handed 
over to the Contracts Manager.  Create order processing sheet (Microsoft 
binder) located on ISS server. Project added to ISS contract Job sheet 
(Excel database) 

Estimating will provide 
support until work starts on 
site  
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Customer Communication 

1.0 Purpose 

To define the process for ensuring effective communications are maintained with 

customers in order to prevent misunderstandings by ensuring product information is 

concise and freely available, that enquiries, queries, contracts, orders and quotes are 

handled professionally and complaints are dealt with in a timely manner. 

Customers needs and expectations will be monitored throughout the duration of the 

contract to ensure their perception and satisfaction is acceptably achieved.  

2.0 Process 

Customer Satisfaction 

• Senior Management Involvement
C 
U 
S 
T 
O 
M 
E 
R 

Customers Requirements 

• Product catalogues

• Technical specifications

• Advertisements

• Company brochures

• Work Instructions

Customer Feedback 

▪ Customer Complaints will be dealt

with 

▪ Client satisfaction surveys

Customer Communication 

• Enquiries

• Contract Handling

• Amendments to contract
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Purchasing Process 

1.0 Purpose 

To define the process for the purchase of materials or services that may affect the 

quality of the product that we provide. 

2.0 Process 

Yes 

No 

See  
Approval of suppliers 

Purchasing need identified

Material order  
Quote number becomes 
materials order number 

Form must include details of 
Quantity, Part No’s, 
Description, Specification, 
Delivery dates, Contact No. 
and a quote ( if available) 

Distribute forms as follows: 

To buyer 

Purchasing Dept. 
sends confirmation to the 

supplier 

Are 
suppliers 

approved? 

Materials Equipment Hire

Hire order  
Quote number becomes 
materials order number 

Form must include details of 
Quantity, Part No’s, 

Description, Specification, 
delivery dates and a quote 

(if available) 

Buyer will notify the 
contracts manager if there 

are any delivery issues 

Site Management 

Purchasing Department 

Order details 
filed within 
contract 
folder 
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2.1 Off Hire of Equipment 

 

 

 
 

 
 
 

Yes 

Hired Equipment no longer required 

Site Manager requests “Off Hire” with the following 
information: 

▪ Quantity
▪ Full description (inc suppliers S/No. or Plant

No.)
▪ Collection requirements
▪ Collection address (if different from site

address)
▪ Required Collection date
▪ Off hire details/documents filed within contracts

folder

NB: ISS Ltd can be 
responsible for hired 
equipment for up to 48 
hours after the request for 
collection is placed with the 
supplier. 

2.2 Hired Equipment Lost, Stolen or Damaged 

Hired Equipment lost, stolen or damaged 

Site Manager informs Purchasing Department 
immediately 

Was the 
equipment 

stolen? 

The Site Manager generates a 
statement detailing the 

circumstances of the theft and 
supplies copies to the 

Purchasing Dept. and the 
relevant Contract Manager 

The Site Manager reports the 
theft to the Police and obtains a 

crime reference number 

Replacement Price 
from two suppliers

No 

Purchasing department record 
Crime Record No  

Purchasing Dept stops hire 

i

r 

d 

ms 



Approval of suppliers 

Section: 7 
Page: 14 
Revision Reference: 01 
Issue Date: May 2025
Approved: 

Approval of Suppliers 

3.0 Purpose 

To define the process for the approval of suppliers and subcontractors of materials or 

services that may affect the quality of the product that we provide. 

2.0 Process

No 

Yes 

Subcontractor/ Supplier / Material 
requirement is identified 

Is supplier on the 
Approved Supplier 

List?

Supplier to be verified for 
inclusion on accounts system 

Place Order 

Check with accounts department 

All suppliers/subcontractors must 
be on the Pegasus/OPERA accounts  

program 

Subcontractor Approval 

The divisional Manager will analyse the returned 
documentation and either approve or reject  

Next 
Page 
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2.0 Process (continued) 

No 
Does supplier 

meet 
requirements?

Decline 
Divisional Manager notifies 

company and Quantity Surveyor
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Review of Suppliers 

4.0 Purpose 

To define the process for the continuous monitoring of service performance and 

material delivery provided by our subcontractors and suppliers. 

5.0 Process 

 

Contracts managers to assess 
suppliers at he end of each project 

Pass comments to 
Buyer 

Surveyor 
Accounts

All Suppliers and subcontractors on 
the database are approved in 
accordance with Procedure  

Accounts to enter comments on to 
the Pegasus OPERA accounts 

system 

To enable suppliers to be checked 
before orders are placed. 

Bad performing suppliers to be 
deleted from the system 

i

r 

d 

ms 



Control of materials & 
equipment 

Section: 9 
Page: 17 
Revision Reference: 01 
Issue Date: May 2025
Approved: 

Control of Purchased Materials and Hired Equipment 

1.0 Purpose 

This document defines the process by which relevant purchased material or hired 

equipment is received on site and inspected to ensure that specified purchasing 

requirements are met and describe the process for the disposition of any non-

conforming material or equipment.  

2.0 Process 

No Yes 

Materials 

Material received from suppliers will 
be unloaded and checked against 
delivery note as follows:   

Accepted? 

Enter details on the 
Materials Return Form 
include the following info. 

Indicate acceptance with 
date and signature on 
the delivery note and 
forward to the 
Purchasing Department 
on the same day 

▪ ISS Order No.
▪ Date
▪ Supplier
▪ Description
▪ Quantity
▪ Batch Number

(if applicable)
▪ Reason for rejection

(if applicable)

▪ Quantity
▪ Specification
▪ Damage
▪ Shortages
▪ Packaging

Hired Equipment 

Equipment received from suppliers will 
be unpacked and checked against the 
delivery note as follows: 

▪ Quantity
▪ Specification
▪ Visible Damage
▪ Shortages
▪ Packaging
▪ In working order

Attach a copy of the 
MRF to indicate that the 
material / equipment has 
been rejected and 
segregate awaiting 
collection. 

Forward MRFcopy to Purchasing 
Department to arrange return and 

replacement 
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Project control 

1.0 Purpose 

This document defines the process for defining the controlled conditions under which 

services provision will be controlled. 

2.0 Process 

2.1 Responsibilities 

2.1 Site File 

Management 
Responsibilities 

Implementing Health & Safety, 
Quality and Environmental 

requirements 

Adhering to all Contract 
requirements  

Ensure agreed Quality 
standards are maintained 

Requisitioning of material and 
plant  

Receipt, inspection and 
storage of Materials and Plant 

Management of 
Subcontractors 

Inductions, instructing and 
directing site personnel. 

Carry out and supervise 
inspections and surveys 

Liaison with the client, 
Supervising Officer and Clerk of 

Works 

Complete and maintain all site 
related documentation 

Prior to the commencement of 
a project on site, Site 
Management ensures 
familiarisation with the Site 
File, which will contain all 
relevant contract information 

(If applicable) 

The Contract / Site File will contain the following 
information: 

▪ Correspondence to and from the client

▪ Contract Specification and Bill of Quantities

▪ Drawings

▪ Tender Information

▪ Data on materials to be used

▪ Subcontractor details and copies of orders

▪ Subcontract correspondence

▪ Copies of purchase orders

▪ Contract Variation orders issued

▪ Copies of standard Site Returns

Site Manager is responsible 
for maintaining the Site File 
for the duration of the 
Contract 

Control of Nonconforming 
Materials or Plant  
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2.2 Site Returns Documentation 

N.B.  The documentation listed below is used to gather information relating to all aspects of 

the contract and may provide important data for the resolution of disputes or problems. 

It is therefore in the interests of yourself and ISS that as much detail as possible is 

recorded on these forms. 

Site Returns Documentation 

▪ Enter the Contract Name & No. on all
sheets (if double shift use a form per
shift)

▪ Enter Date & shift (if applicable)
▪ Enter total No. ISS operatives on site
▪ Max & Min temperature during the day
▪ Weather conditions delaying work
▪ A Full description of work carried out
▪ List all Subcontractors and number of

their men on site
▪ Record any visitors to the site.

Daily Diary 

Next 
Page 
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No 

Yes 

Site Returns Documentation 

Used to record additional work 
requested by the client. 
Record: 

▪ Plant used
▪ Materials used
▪ Labour times

Obtain client representatives 
signature 

Control of purchased materials 
& hired equipment

Retain records in the Site File 
Copy to Division Office 

Day Works 

Confirmation of Verbal Instructions 

Customer Representative or Clerk of 
Works verbally requests some work to be 

carried out 

Write, “Supreseded” through the 
relevant section of the 

specification and cross-refer to 
the CVI No.

Retain records in the Site File 
Copy to Division Office 

Obtain the requestors signature and 
confirm in writing within the working 

day. 

Does the 
instruction 

supersede the 
specification? 

Complete the CVI form; enter in 
detail, a description of the work 

and the materials to be used  

When a subcontractor is required to carry out 
additional or remedial work. 

 Only with the consent of the Contract Manager 

Retain records in the Site File 
Copy to the client 

Copy to Division Office 

Materials Return 
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Validation 

Fire barrier systems will require a final completion certificate to be issued by the appropriate 

Organisation. 

d 

Contract surveyed specifications and drawings checked and validated. 

Promat informed of the following  

1. Project name and location
2. Type of installation
3. Specification
4. Commencement date

Contract commences 

Promat in conjunction with Invicta to continually monitor progress against specification and 
drawings 

Completion 

Promat to undertake final inspection and issue certificate of completion issued to client for 
their records and copy held within the contract file within ISS offices. 

All design elements will be issued and double checked by Promat, ISS will submit drawings 
based on their own experience of construction, however no works will commence until ISS 
has received confirmation on written form that the design is correct and meets all criteria 
required by the designers (Promat) 

However there will be occasions where ISS require additional expertise with regards to 
design, building regulations (fire) and legislation in general. The following have been 
appointed as design consultants and will be utilised on a requirement basis. 

Fire Strategy Company 
The Office  

Morella Villa  
Durlock Road  

Ash  
Canterbury  

Kent CT3 2HU  



Identification and 
Traceability 

Section: 12 
Page: 22 
Revision Reference: 01 
Issue Date: May 2025
Approved: 

Identification and Traceability 

1.0 Purpose 

This document defines the process by which product will be identified and traceable 

throughout project delivery when necessary or required by the client 

2.0 Process 

2.1 All material is procured to the client’s specification. 

2.2 When receiving material on site, part numbers and batch information will be entered 
onto the “material returns documentation” in accordance with the requirements of 
procedure. When practical or necessary each item or container will be labeled to show 
the identifying part number and date received. 

Perishable materials 

Intumescent mastic 

Site foreman inspects all 
incoming stores prior to 
acceptance for use or 

storage 

Where practical or required, 
identification & traceability 

label applied before allocation 
to  storage area 

The date or batch number can 
also be used as an indicator for 

first in / first out usage and 
products with an indicated 

limited life 

Part numbers and batch 
information will be entered 
onto the “Material Returns 

Form” 

d 
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Customer Property 
(If applicable) 

1.0 Purpose 

This document defines the process for the receipt, storage and issue of materials 

provided by the customer for incorporation into the contract. 

2.0 Process 

 

 

Customer material received at stores 
shall be subject to the same inspection 
and test requirements as defined in ISS 

stores procedure 

Check material for damage on receipt, 
and mark to identify material as  

“Customers Own” 
Segregate from ISS stock 

Any defects, loss or damage in the 
material found on receipt, shall be 

reported to the customer 

Agree any special storage 
requirements with customer to 
prevent damage being caused 

while held 

Ensure customers material remains 
clearly marked and segregated to 

prevent against unauthorised use or 
improper disposal 

Report any loss or damage to 
material whilst in storage to the 
customer or his representative. 

Customer Supplied Material for 
inclusion into the Work. 
 (Handling and Storage) 
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Preservation of Product 

1.0 Purpose 

This document defines the process by which material and products will be handled 

during internal processing and delivery in order to preserve Quality. 

2.0 Process 

2.1 Provision of storage facilities that offer protection from deterioration due to physical 

elements to all material components held pending issue to specific contracts or 

development work. 

2.2 Perishable materials will generally be stored on shelves in a manner that provides 

segregation by product code and handling requirements.  Stock is rotated to ensure 

that shelf life is kept to the minimum and manufacturers specified shelf life is not 

exceeded.  

2.3 Some materials may deteriorate when subjected to high or low temperatures. 

In these cases, the temperature in the vicinity of storage will be monitored to ensure the 

preservation of these materials. 

2.4 Outside storage, areas need to be prepared before delivery of materials ensuring: - 

• Ground is reasonably level

• A firm surface is available

• Ensure pallets are mechanically sound prior to being used for materials storage

• Materials are stacked no higher than the manufacturers recommendation

• Material should be stored to ensure ease of retrieval
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Control of Monitoring and Measuring Equipment 

1.0 Purpose 
This document defines the process for the control of monitoring and measuring 
equipment that provide evidence of conformity with determined requirements. 

2.0 Process  

2.1 All equipment used for monitoring or measurement on site is hired from an 
approved supplier. All equipment is supplied with a valid certicate of calibration. 

2.2 Equipment calibration certificates are kept on site for the duration of the contract. 
Copies of certificates will be maintained in the contract file. 

2.3 It is the responsibility of Site Management to ensure that any monitoring or measuring 
equipment in use on site by subcontractors has a valid certificate of calibration and that 
copies are obtained. 
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Customer Satisfaction 

1.0 Purpose 

This document defines the processes to be used for Measurement of the Customers 

perception as to how well his requirements have been met. 

2.0 Process 

The system of collecting data to ensure that the customer satisfaction is achieved is 

defined in the flowchart below. 
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Contracts manager to issue 
client with Certificate of 

Satisfaction and Completion in 
addition satisfaction 

questionnaire

Client to return completed 
document to the contracts 

manager
Dissatisfied 

Contracts manager to resolve 
issues with divisional manager 

And re-issue  
Certificate of Satisfaction and

Completion

Satisfied 

Document filed within contract 
file for future reference

Questionnaires analysed and 
finding used to produce radar 
charts for review by project 

teams and director. 
Questionnaires filled within 

certification file 
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Monitoring and measurement process 

1.0 Purpose 

To define the methods to be used for monitoring that product realisation processes are 

capable of achieving the planned results. 

2.0 Process 

The effectiveness of the Quality Management System processes will be measured and 

monitored primarily by means of the internal audit process. Further data will be 

gathered from process corrective action, continuous improvement initiatives and the 

formal Management Review Meeting. 

Customer satisfaction will be gauged via progress meetings whilst projects are active  

And finally through the use of the completion certificate signed by clients or their 

representatives. 
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Monitoring and measurement of product 

6.0 Purpose 

To define the methods to be used for monitoring that product realisation processes are 

capable of achieving the planned results. 

7.0 Process 

7.1 Site Management is responsible for maintaining workmanship standards on site. 

Periodic inspections of work will be carried out at least on a daily basis. 

7.2 Workmanship that does not meet the agreed standards will be recorded on a “snag list” 

which will be presented to the Sub-contractor for remedial work. 

2.4  Remedial work will be re-checked until the standards are met at which point the “snag 

list” will be signed off and the work presented for the clients approval 

7.3 Records of inspections will be maintained.  

N.B  Site Management acceptance does not signify client acceptance. 
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1.0 Purpose 

The purpose of this procedure is to ensure that the pertinent issues of appropriate 

documents are available to all operational locations essential to the effective 

functioning of the quality system and to ensure that document changes are actioned in 

a controlled manner. 

2.0  Procedure 

2.1 All documentation required by the quality management system, whether from an 

internal or external source will be subject to controlled conditions. 

2.2 The following controls will apply to Quality Manuals, Quality Process Manuals, Quality 

Plans, Approved Supplier List, Operational Procedures, internal standards and work 

related specifications and drawings 

• Documents will be approved prior to use

• When documents are reviewed and updated they will be subject to re-approval

• Any changes and the current revision status of a document will be identified

2.3 The following controls will be apply to external / customer documentation, 

specifications, drawings and external standards: 

• Ensure they are fully identified

• Control distribution by ensuring there is a record of who documents have been

issued to

At enquiry tender stage a project number/file will be allocated from the computer data 

base. All correspondence including copies of emails will be collated within the file. 

Should the contract be won the file then becomes the contract file and is passed to th 

contract management teams. It is their responsibility to ensure that all information is 

adequate to undertake the works. 

Within all files a drawing register and issue register must be completed. Drawing 

register will track the progress of all drawings and their current status. Drawings that 

have been superseded must be clearly marked to this fact. Final drawings must be 

issued clearly stating as built. The issue register must track dates that correspondence 

was received and who it was issued to. In some cases it may be prudent to have 

persons sign for receipt of sensitive or financially crucial information. 
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Document archive 

2.4 The following controls will apply to all documentation: 

• Ensure relevant versions of documents are available at their point of use

• Documents will be stored in a manner that ensures they are readily identifiable and

maintain their legibility

• Obsolete documents requiring retention will be stored and identified in a manner

that prevents their use.

2.5 All electronic data that is the property of ISS will be stored on the companys’ file 

servers. Those who have authority to store data on these servers will ensure that each 

file is identified in a manner that ensures easy identification. 

2.6 The data on the servers will be protected from virus infection using proprietary virus 

protection software as identified and installed by the IT department. 

2.7 At each Office location the data servers will be “backed up” on a daily basis by a 

designated person in accordance with a back up procedure issued bt the IT department 

Priced file Chasing Contract Archive (accounts dept) 

O.P. sheet raised 

Added to live contract 
sheet 

Discussed at weekly 
meetings 
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Quality forms index 
Daily Diary 

Confirmation verbal instruction (CVI) 

Daily work record 

Information request sheet (IRS) 

Labour returns record 

Materials return record 

Site planning checklist 

Pre-commencement & handover meeting agenda 

Andrew Shearer 

Managing Director Last 

signed 1st June 2025
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