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Guidance/Template for Consultants
QUALITY PLAN

(QP) 

December 2011
This document provides guidance as the basis for a Consultant QP as required by ODOT for all A&E consultants.  This template is provided to facilitate consistency and to ensure the Agency minimum quality requirements are met.
This document may be used as a starting point for consultants in developing their own QP.  Any QP submitted to ODOT must provide information that addresses each section of this template outline.  Though not required, the consultant QP should be consistent with the order of headings in this template.
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	2. Philosophy on Quality


2.1 Provide a brief discussion regarding your quality program.  This may be an introduction to your quality program for new hires.  This section should also provide the Quality Control Manager’s Charter, responsibilities and independent line of authority.
	3. Organization 


3.1 Attach an Organization Chart identifying all key personnel roles, including sub-consultants if needed to supplement your organization.  Be sure to include the following:
· Principal in Charge

· Project Manager(s)
· Quality Control Manager or Supervisor
· Project Discipline Manager(s)
3.2 List by role, discipline and employer all persons proposed responsible for checking and verification of Quality.
	4. Effective Communications


4.1 External - Describe the communication tools and procedures to be used to facilitate and control communication with Agency, Consultants, sub-consultants and other stakeholders (e.g., local residents, traveling public, etc.):

4.2 Internal - Describe the communication tools and procedures to be used to facilitate communication within the team:
4.3 Internal - Describe the communications procedures for reporting (verbal and written) of major concerns, design decisions, issues, risks, etc.

	5. Reference Manuals



5.1 Provide a statement assuring that the most current version of applicable standards, manuals, directives and other procedural guidance are available in both the main office and any field offices, and are available to all personnel.  

Available online at:
http://www.oregon.gov/AGENCY/HWY/TECHSERV/alphamanuals.shtml 
	6. Document Control



6.1 Provide an overview of your document control system.  At a minimum describe your hard-copy and electronic filing systems and include a breakdown (filing key) of the major file categories, filing techniques, disposition procedures and records storage:
6.2 Identify what types of documents will be maintained in each file folder or major file category folders and specific records retention schedules for these documents.
6.3 Describe processes to manage and control document flow, both hard-copy and electronic (e.g. use of Project Filing Log or File Index):

6.4 Describe the accessibility to the filing system for all personnel:
	7. Quality Records Control 


7.1 Identify how Quality Documentation documents will be controlled (document control) during processing between sub-consultant(s), office personnel and project files.  (Quality Documentation is defined as those documents produced that attest to the quality of the submitted Contract Deliverables e.g. marked-up discipline checker and independent reviewer check prints, filled out and signed review checklists, comment resolutions sheets, evidence of back-checking):
7.2 List or describe, at a minimum, when the reviews of the Quality Documentation files will be conducted.  (These are usually conducted just prior to submittal of the contract deliverables). Provide a statement assuring that quality control and quality assurance documents will be stored and available for Agency auditing.
7.3 Provide a copy of the Quality Documentation Checklist as an attachment to this Quality Plan. (The Quality Documentation Checklist is the list that identifies what Quality Documentation {see definition above} must be completed and filed in the project files prior to the Consultant Deliverables being submitted at each milestone.)
7.4 Identify and provide copies of quality forms or checklists used as evidence of assuring quality.  (e.g., discipline checker and independent reviewer checklists, comment resolutions sheets, etc.):
	8. Engineering Quality Control Procedures


8.1 Describe the quality control and quality assurance procedures for each discipline.  List procedures which: 

· Ensure that appropriate quality standards are specified and included in the contract documents;

· Ensure that any deviations from such standards shall not be made unless they have been previously approved by the Agency Technical Expert.

8.2 Describe the quality procedures used for preparing and checking all plans, calculations, specifications, drawings, and other contract documents to ensure that they are checked and back-checked in accordance with generally accepted practices used by experienced and competent discipline professionals.  Checking and back-checking shall be performed to the Consultants written Quality Procedures listing the criteria that will be checked during the Checking process or using pre-established review criteria checklists. (Note: a discipline checker works under the direction of the responsible discipline professional). 

8.3 Describe procedures used to complete a comprehensive Independent review and back-check by experienced and competent Senior Independent Review Professionals prior to the responsible engineering sealing and releasing of final plans or specifications which assures/validates: 

· Conformance with minimum contract requirements;

· Assurance that all materials and equipment specified in such documents for incorporation into the work are suitable for the purpose intended;

· The appearance, organization, technical and grammatical accuracy of such documents;

· Verification that such documents have been checked and signed by the drafter, design professional, checkers, and reviewers;

· Where required under contract, generally-accepted engineering practices, or applicable law, verification that such documents have been stamped, signed, and dated by the responsible Oregon design professional; and

· Assurance that such documents fully provide for constructability, compatibility of materials, and conformity to acceptance criteria for inspections and tests required under the contract.

· (Note: a Senior Independent Reviewer MAY NOT work under the direction of the responsible discipline engineer or Lead Discipline Engineer).

8.4 Identify the process to be used to ensure that Agency Review Comments are received, assigned, tracked, incorporated, resolved and closed-out prior to the next milestone submittal.
8.5 Describe the process of validating design software and spreadsheets to ensure the user understands the input requirements and assumptions and that the output is fully understood: 

8.6 Identify the process to be used to ensure sub-consultant’s reports, surveys and other gathered data and documentation are in accordance with the contract requirements prior to use of the data: 

	9. Quality Assurance Review(s)


9.1 INTERNAL
· Describe the process to be used to provide internal quality assurance review of the Contract Administration and process. 
· Describe the process to be used to provide internal reviews of Deliverables. 

9.2 EXTERNAL- (Agency)
· Define the process to be used to ensure that comments identified during quality assurance reviews will be addressed or resolved in the time frame requested by Agency.
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