Quality Control Roles, Procedures, and Color Coding

1. ORIGINATOR

Q0o

e
f.
g.
h. Email Reviewer the link to Check-Copy and QC Review Form, to start QC review process.

SR P o0 T

Post draft deliverable on SharePoint with correct naming convention.

Have Tech Editor format document, as well as remove all edification marks.

Optional - conduct any Interdisciplinary Reviews w/ other task teams.

Optional - conduct any Over-the-Shoulder Reviews w/ stakeholders. Clarify w/ stakeholders that this
document is pre-draft OTS and not for distribution.

. Update draft deliverable.

Create PDF Check-Copy for review (or other approved review format).
Initiate the QC Review Form, fill out top portion.

. REVIEWER (cannot be Originator) (consultants must have a resume on file with QC Team confirming qualified in this discipline)

Create Bluebeam review session (or other approved review format).

Review Check-Copy in Bluebeam, check for conformance with scope and accuracy.

Highlight items that are correct with YELLOW highlighter.

Line out incorrect items in RED and show correction in RED.

Write comments in BLUE and draw a BLUE cloud around your comments.

Complete the appropriate QC Checklist.

Fill out the QC Form, attesting to your review complies with the Quality Management Plan.
Email Backchecker the link to Bluebeam Check-Copy and QC Review Form, for backchecking.

BACKCHECKER (can be Originator)

a.

b.

()

Review Reviewer’s comments in Bluebeam and place GREEN Checkmark near the Reviewer’s remarks
to indicate agreement with the change.

Strike-through red marks and insert GREEN “STET” if negotiation with Reviewer results in that the
change is not required.

Strike-through red marks and insert GREEN revision if negotiation with Reviewer results in that a
different change is required.

Write comments in GREEN and draw a GREEN cloud around your comments.

. Fill out the QC Form, attesting to your backcheck complies with the Quality Management Plan.

Email Updater the link to Bluebeam Check-Copy and QC Review Form, for updating.
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4. UPDATER (cannot be BackChecker, but can be Originator) \ﬂm a1 3 A oI CoNbUGI Oy LSl o k]

a. Inthe native file address and update items BackChecker has indicated agreement with change. T iy ai4° TNV
In Bluebeam place a BLUE highlighter on the revisions as they are made. : \ /OHAM;E‘Z(TY?J

-

c. From the updated native file create a PDF Clean-Copy (all edification marks and comments
removed) and place on SharePoint.
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d. Fill out the QC Form, attesting to your update complies with the Quality Management Plan. R f;%?@(
e. Email Verifier the link to PDF Clean-Copy, QC’ed Bluebeam copy, and QC Review Form, for SEETABLE | Ok-CE.5TET
verifying. o Iy Wake sure +o
Q_ el use correct
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5. VERIFIER (cannot be Originator, but can be BackChecker) %?Efﬁ%%%ﬁ%%ﬁgg% e
a. Compare the Bluebeam QC’ed copy to the PDF Clean-Copy. . °
: : . T i g 314 )y
b. In Bluebeam draw a GREEN Circle around items where revision is verified as complete. ' \7 = CHAMFER (T
c. Fill out the QC Form, attesting to your verification complies with the Quality Management Plan. ; — = ’
. . ope . ) . R ol 0o REINFORGAIG
d. Email Visual Verifier the link to PDF Clean-Copy, QC’ed Bluebeam copy, and QC Review Form, for £ s i STEEL B

37/8” MAX.
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6. VISUAL VERIFIER (7usk Lead or designate) & @l e
a. Confirm all aspects of the QC review process has been followed, per the Quality Mgmt Plan. SR
b. Download the Bluebeam session comments file, ensure correct naming convention on all docs, GRO%%%?%%EE%&%%E CONBUIT COUPLIG - NSTALL
and all are stored in the correct QC folder on SharePoint. TOLUMINARE GROUNDING STUD) (PONOT GLUE PVC STUBOUT)
c. Fill out the QC Form, attesting to your verification complies with the Quality Management Plan, ,CCRolTuEL )\ )
and include the link to the location of all documents. ; ) Q e
d. Email Quality Team the link to PDF Clean-Copy, QC’ed Bluebeam copy, and QC Review Form, for 43 3¢ L s
quality assurance check. Cc: the Originator. g : - smensoncn
e. Prepare transmittal. ANCHORBOLT (TYP) - 1] L/ /]
f.  Submit PDF Clean-Copy, QC’ed docs, and Transmittal to Document Control for official submittal. L[]
~U

7. Quality Assurance (Quality Team)
a. Complete the Quality Assurance verification process, if required, and document the QA. This may
occur before or immediately after the official submittal.
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