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Standard Operating Procedure

  Specific Assignments

$75k and Above

Procedure # 500.40

Purpose: To establish a procedure for Specific Work Assignments 75K and above.

A. New Work

1. Production Controller sorts work by Work Center.

2. P&E Supervisor & Production Controller assign Lead Planner and assist planners including environmental P&E

Second (GF) Line Manager – Assigns Project Supervisor.

Environmental Manager – Assigns Environmental Technician. 

Project team meets with the client to interpret the scope of work. This would be done via C/110

3. Lead Planner, Environmental Technician and the Project Supervisor review the planning process together and identify the required trades for the project.

4. P&E Supervisor reviews the completed estimate with the GF, Planner & Project Supervisor.

5. GF signs off on estimate & P&E supervisor submits package to Code 110 for customer approval.

6. Lead Planner will be included in the estimate for one hour a day for daily work site visits, under Project Management. 

7. Production Controller enters Labor Mix from Lead Planner into Maximo Work Order Tracking Module Job Plan Tab.  This is accomplished using the import feature in WINEST.

B. FUNDED ESTIMATE

1. Production Controller sorts work by Lead Planner.

2. Lead Planner insures that all material is ordered, including assist trades.

3. Lead Planner will track all material including Code 800 purchases. 

4. Site Manager, Project Supervisor & Production Controller provide start & completion dates in WINEST based on material EDD & available workforce. 

5. Production Controller develops a schedule by importing information from WINEST to Microsoft Project.

6. GF assigns trade personnel to Project Supervisor.

7. Project Supervisor assigns Lead Mechanic or Work Leader.

8. Project Supervisor assigns daily work via a Lead Mechanic or Work Leader (if Work Leader is warranted).

C. GENERAL NOTES

1. The Project Supervisor is responsible for the project costs, schedule, quality, start & completion dates, and all aspects of the project.

2. The project Supervisor will provide weekly reports to the Site Managers & Production Controller. Schedule changes will be addressed with Code 030. Cost overcharges are prohibited.   All changes in scope of work will be addressed using the change order process.  The Project Supervisor will be the only person to apply charges to the project.

3. The project Supervisor, Lead Planner, and the Production Controller will monitor all financial reports and will identify any issues that require additional funding due to the growth in the scope of work, work site delays, or engineering delays.  Change Orders will be submitted with signed Customer approval via C/110, prior to work continuing on the project.

4. All Supervisors will have Project Supervisory responsibility.

5. Employees will report to the job site at 0630 and muster at the job site.

