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MESSERS, 

  

Dear Sirs, 

           We are Jordan Philadelphia For Inspection and Technical Quality Company (JPHI), which
was established in 2002, registered in the registry of companies under the  

number (9368) with the key staff and management having extensive experience in this field for
more than 23 years in Jordan and in the Middle East. Mainly in Industrial Projects.  

Our company's main scope of work covers the following activities: 

  

-         (NDT) non-Destructive Testing. 

-         (DT) Destructive Testing 

-         Welding Procedures 

-         Supervision of the welding qualification procedures for different types of material. 

-         Supervision of the welding qualification testing. 

-         Visual inspection for the welds and materials and equipment. 

-         Evaluation of the Radiographic Films and reports and sign the reports according to ASME
standards. 

-         Supervise the Magnetic Particular test. 

-         Material testing & evaluation. 

-         Supervise the liquid Dye-Penitent test. 

-         Visual Inspection and Supervision of Hydro-Test. 

-         Reviewing the Isometric drawing. 

-         Third Party Inspection Management 

-         Quality Assurance Control (Q.A) 

-         Quality Control (Q.C) 

-         Setting Quality Management Systems: Manuals procedure and instructions. All
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accordance with ISO standards. 

-         Management and markets through setting of development programs for companies, firms
and factories, for the purpose of improving production . 

-         Management of claims in Association with professional engineers. 

                    We hope that the above will meet your requirements and satisfaction, and looking
forward to hearing from you the soonest possible about the services which 

         we can of service to you. 

  

   Jordan Philadelphia for Inspection and Technical Quality Co. 

   Managing Director.  
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The activities of "JPHI" is an inspection and consulting organization and management. 

 The inspection and assessment work performed according to international rules and
regulations and standard. Such as TRD, DIN, ASME, BS, ASTM, ASN…etc. 

 The inspection examination and assessment services we offer cover the following areas:- 

•        Industrial Plant Engineering 

•        Radiation Protection 

•        Nuclear Engineering 

•        Environmental Protection 

•        Quality Assurance and Certification. 

•        ISO 9000 & ISO 14000 certification jointly with international companies. 

•        Material handling equipment 

•        Piping System 

•        Chemical and Petro chemical Plant. 

•        Oil & Gas Projects. 

•        Power Plant Engineering 

•        Industrial Plant Engineering 

•        Services in the field of Industrial plants which can be done jointly with international
companies. 

•        Design approval, (Jointly with international companies). 

•        Shop & Site Inspection: 

"JPHI" helps to find suitable contractors whose capabilities with regard to trained
qualified personnel and equipment enable them to fulfill the requirements set. This
applies both in the manufacturers shop and site. 

We help to eliminate qualification deficient.  After detailed monitoring of the work
"JPHI" take evaluating and results of test for complete documentation. 

 

Page 5 of 68

1/14/2013



  These services of our independent experts are located at the interface between customer and 
main contractor, or between main and sub-contractor, or both). 

•        Commissioning and Operation: 

The involvement of "JPHI" in the commissioning procedure ensures that: 

•        The function tests are carried out with representative loads. 

•        Important design data are verified by measurements. 

  

                 "JPHI" draws on its vast knowledge of the operational behavior of components and
systems to prepare and implement a plan for periodic inspections.  

  

                  Those periodic inspections help: 

  

•        To identify system areas with above average lifetime consumption. 

•        To find incipient failures so early that they can either be removed in time or kept
under specific observation until the next shutdown. 

•        To minimize shutdown periods during operation. 

  

   Fields of Activities and Experience 

  

    Power Station 

    Cooling Tower 

    Refineries 

    Petrochemical Plants 

    Waste Treatment Plants 

    Generators 

    Pressure Vessels 

1
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    Steam Boiler 

    Steel Turbines 

    Compressed Air equipment 

    Pipe Systems 

  

   TECHNICAL FIELDS 

      The "JPHI" inspection , examinations, consultancy, supervision and assessment services cover
the following areas:- 

  •        Industrial Plant 

•        Piping Systems 

•        Chemical and Petro chemical Plants. 

•        Power Plant 

•        Material Handling Equipment 

•        Radiation Protection 

•        Quality Assurance 

•        Quality Control 

•        Risk Management 

•        Third Party. 
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 5      Man Power Certification

  A) Key Staff 

Eng. Khalid Al-Zoubi  

-         Graduated in 1977 from Baghdad university (High Diploma). 

-         30 years experience in the field of inspection and quality control in many factories in
Jordan and Iraq. 

  

    Certificates: 

1) Certificate from the Jordan Institution for Standards and Metrology for (Accreditation and
Technical Assessment Awareness CV). 

 2) Certificate of Radiation Protection (level 1 & level 2) from Ministry of Energy & Material
Resources, under No. (4425) Dated: 8/8/1989. 

 3) License Certificate from Jordan Ministry  of Energy & Material Resources, No.(4018) 
dated: 16/7/1988. 

 4) License Certificate for Radiographic Examination tests (level 1) According to ASNT
Standard No. (3)/6/89 dated: 23/8/1989 from (R.S.S). 

 5) License Certificate of Ultrasonic (U.C) (Level 1) according to ASNT standard No.(3)/20/92
dated: 9/6/1992 from (R.S.S). 

 6) Certificate of Proficiency (certified as per American Society of non-destructive Testing). 
Level II (two) for Magnetic particle testing.  

7) Certificate of Proficiency (certified as per American Society of non-destructive testing) level
II (two) for penetrant testing. 

 8) Certificate of Proficiency (certified as per American Society of non-destructive testing) level
II (two) for Radiographic testing. 

 9) Full documentation for level III (three) in Radiography and M.P & LDP & Q.C & Q.A
according to American Society for level III (three). 

  

     B) Technical Staff 

General 
Manager Secretary

Relation Finance & Purchasing Training  

Management

Safety Officer
Q.C

Store Keeper

Q.A 

Site Supervisor 

1
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        We have 10 engineers experienced 10 – 20 years.

 C) Equipment 

 D) Association with others specialized in the field of claims handling. 

                We have all the equipment and standard used in our work (Jointly with International
companies). 

 Hoping that our previous works will meet your satisfaction, we remain. 

  Yours faithfully, 

 Jordan Philadelphia for Inspection and Technical Quality 

     

   

 
2
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Qualification Certificate 

Eng. Khalid M. A. Al-Zoubi 

                                       Amman  - Jordan 
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  6. Quality Policy 

    

The Quality of our services is of decisive significance for the competitiveness of our company,
as well as for that of our clients each employee bears apart of the responsibility for control and
improvement of the Quality. Only a permanent striving for improvement ensures the success
and continuance of the company. 

  The QM system of (JPHI) ensures that organizational, commercial and technical activities
are planned, managed and supervised to fulfill contractual requirements. Our company
recognizes that it is essential for the company's long-term excellent name for quality. The top 
management ensures that this policy statement is understood implemented and maintained at
all levels within the organization. 

  

  

  

 QUALITY MANUAL-7 
  

  

  

1- Introduction 
2- Company Profile 
3- Quality Management System Requirements 
3.1 Management Responsibility 
3.2 Quality System 
3.3 Contract Review 
3.4 Design Control 
3.5 Document and Data Control 
3.6 Purchasing 
3.7 Identification and Tractability 
3.8 Planning and Implementing of Services 
3.9 Checking and Evaluating Service 

Quality 

1

Page 41 of 68

1/14/2013



   

1- Introduction 

 Purpose 

 The present Quality Manual describes the Quality System of JPHI with the measures laid down
to achieve an adequate quality level of the company’s services. 

  

The Quality Manual performs two tasks: 

•        An instrument for planning, control and monitoring of Quality Activities. 

•        It is used to strengthen the confidence of customer in the quality of our services. 

  

Scope 

  

This Quality Manual is applicable for all services to be applied by JPHI in the field of Third Party
Inspection and jointly with international company in the field of Product Certification Training
Programs. QMS and EMS Certification on behalf of accredited body) and any other activities. 

  

Definitions and abbreviations 

  

The following abbreviations are used in this Quality Manual and its attached documents and
instructions. 

3.10 6       Control of Inspection, Measuring and Test 
Equipment 

3.11 Inspection and Test Status 
3.12 Handling of Nonconforming Services 
3.13 Corrective and Preventive Action 
3.14 Quality Records 

3.15 Internal Quality Audits 
3.16 Training 
3.17 Servicing 
3.18 Statistical Techniques 
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GM                             General Manager

MR                             Management Representative 

CAR                            Corrective Action Report 

F&AM                                    Finance & Administration Manager 

HOD                           Head of Department 

HSE  Manual             Health, Safety & Environment Manual 

NDT                            Non Destructive Testing 

NCR                           Non Conformance Report 

QD                              Quality Department  

QMS                           Quality Management System 

EMS                           Environment Management System 

TRM                           Training Manager 

     

2- Company Profile 

  

JPHI is an independent service company acting in the fields of inspection, examination, testing,
appraisal, consultancy in technical fields. Furthermore, JPHI and Jointly with other companies
offers services in the field of management consultancy, claim handling  QMS and EMS
certification. 

  

3- Quality Management System Requirements 

  

3.1 Management Responsibility 

  

* Purpose 

In this section, the commitment of the management as well as of all other employees to the Quality
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goals is laid down. The section describes the Quality Policy and the Quality goals of JPHI.

The structure of organization of JPHI with the areas of responsibility of employees is also
described. 

  

* Quality Policy 

  

Winning Customer’s trust by providing world class quality services through continuous
improvement and maintaining first class reputation in the market. 

  

* Resources 

  

Each Department Manager shall evaluate the adequacy of resources in his department and shall
report the same to the General Manager. 

The General Manager shall evaluate these reports regarding requirements of resources and
discuss the same with each manager and finally, the General Manager shall decide the
requirements of resources. 

  

* Management Representative 

  

The General Manager assigned a Management Representative through a memorandum; he’ll be 
responsible for: 

  

 1-      Monitor the implementation of Quality System in various departments. 

2-      Plan and conduct internal Quality Audits. 

3-      Control of Document & Data as per the established procedure and to fulfill the 
requirements of ISO9000. 

4-      Verify the implementation of corrective and preventive actions. 

  

 Management Review 
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The General Manager evaluates the effectiveness of the Quality System at least twice a year.

The evaluation shall cover but not limit to the results of: 

•        Internal Quality Audits 

•        Corrective and Preventive Actions. 

•        Training Needs and Adequacy of Resources. 

•        Quality System improvements and Quality Planning etc… 

•        Reports of MR 

•        Suggestions from employees 

•        Results of the external audits 

•        Other business information. 

 The review is documented in writing. Details of management Review can be found in the
Operating Procedure. 

  

   

3.2 Quality System 

  

* Purpose 

  

The purpose of this paragraph is to describe the Quality System of JPHI which is: 

  

•        To ensure in a demonstrable fashion that the requirements regarding service quality 
are met throughout all phases of the service. 

•        To control and assure in a reasonable fashion all processes influencing service quality, 
thus preventing nonconformity. 

•        To find any nonconformity as early as possible. To re-act and take corrective actions 

General 
Manager 

Secretary

Relation Finance & Purchasing Training  

Management

Safety Officer
Q.C

Store Keeper

Q.A 

Site Supervisor 
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accordingly and to establish measures to avoid any repetition of nonconformity. 

•        To constantly monitor and –if necessary- revise the effectiveness of Quality Assurance 
Measures. 

  

* Scope 

  

This Quality System applies for all activities and employees of JPHI . 

  

* Basis of the Quality System 

  

The basis of the Quality System is provided by: 

•        The Quality Policy. 

•        The structural organization with the activities and areas of responsibility laid down for 
the individual organization units. 

•        The systematic Quality Assurance measures for all phases of service implementation as 
laid down in writing in Operating Procedures and in work instructions. 

•        The checks of the Quality Assurance measures are laid down. 

  

* Structure of Quality System 

  

The Quality System is shown in Fig. 2 it consists of the Quality Manual and its Appendix
(Operating Procedures, Job Descriptions, Work Instructions, Forms and Records). 
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Fig. 2 : Structure of Quality System 

  

 * Quality Manual 

  

The quality Manual describes the Quality Policy, regulations with regard to structural and
procedural organization, provisions concerning responsibility for quality and the measures taken
to document and monitor, Essentially, it contains framework provisions. Details are given in the
other Quality Documents. 

  

* Operating Procedures 

  

Quality

Manual 

  

  
Operating  

Procedures 

  
Job Descriptions 
W o r k  I n s t r u c t i o n s 
Forms 
Records 
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Operating Procedures describe measures taken and sequences used to assure quality and the areas
of competence (responsibility) are dealt with therein. Among other things, this prevents any
interface problems arising where measures are taken which are not specific to one particular
department. The Operating Procedures are internal written and implemented. 

  

 Provisions for the Quality Assurance measures are described in to Quality Manual. They are a
component part of the Appendix to the Quality Manual. 

   

* Work Instructions, Forms and Records 

 Work Instructions are detailed provisions describing how the specified work has to be carried out
in order to fulfil the requirements of this Quality Manual. They include test and inspection
sequences and procedures. Work instructions and related forms and records are a component
part of the Append tot he Quality Manual. 

  

* Job Descriptions 

  

Job Descriptions for all employees of JPHI. They are component part of the Appendix to the
Quality Manual. 

  

* Project-related Quality Documents 

  

To take into consideration all customer requirements, the existing non-order-related documents of 
the Quality System might be supplemented by order-related/project related documents (Quality 
programs, Operating Procedures and Work Instructions). 

  

* Quality Planning 

  

The requirements for quality shall be met by documenting specific quality practices and activities
for all processes including meeting contractual requirements, understanding and meeting
customer needs and with emphasis on prompt prevention. 
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JPHI has given consideration to Quality Planning meeting the specified requirements for any
future business. 

  

3.3 Contract Review 

  

* Purpose 

  

The contract review is conducted in order to avoid deficiencies in the service organization
interface of client and JPHI. The aim is to ensure that, customer requirements are correctly
understood, applied and fixed, the company can meet these requirements. 

  

   * Scope 

  

All orders and customer requirements are subject to contract review. 

  

Areas of competence 

  

Inquiries/orders in accordance with standard services are reviewed by the employee in charge of
the department concerned under supervision of the head of the department. 

The process of reviewing is defined in the Operating Procedure. 

  

     

Review 

  

* Inquiry of offer phase 

  

The department concerned with regard to reviews incoming customer inquiries or offers to be
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drawn up: 

•        Technical feasibility, i.e. with regard to the test specification, type of tests, scope of
tests, implement ability and a clear statement of tasks. 

•        Availability of personnel 

•        Environmental and safety aspects 

•        Deadlines to be observed 

•        Costs and prices. 

  

* Contract review on placement of order 

  

On placement of order, the head of department checks whether the order placed is in conformity
with the offer both with regard to technical and economic aspects. In the case of orders for which
no offer was submitted beforehand, the completeness of the order documents, and clarity of the
statement of tasks and implementability are checked. After the order has been confirmed, the
order will be dealt with and monitored in accordance with the Operating Procedures and order-
related documents. 

  

* Procedures in case of modification of order 

  

In case of modification of order, the head of department or an employee appointed by him shall
clarify if and then to what extent the modifications can be considered. 

If necessary, the customer is consulted. All agreements are to be laid down in writing. If necessary,
a supplementary order is placed. 

Contract review according to Section 3.4.2 is also applied to order modification. 

  

* Documentation 

  

The person in charge files the inquiries, offers, orders and confirmation of order as well as any
other written correspondence in relation to the specific orders.
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The Quality Assurance measures taken in the context of contract review are described in the
Operation Procedures OP-3-1 and OP-3-2. 

  

  

3.4 Design Control 

  

This clause is not covered by the scope of our business activities. 

   

3.5 Document and Data Control 

  

* Purpose 

  

The purpose of documentation is to provide valid documents. This section describes the measures
to be taken in order to examine. Release, distribute, amend and file quality-related documents. 

  

* Scope 

  

This procedure is applicable for any document, which effect the quality of our services. 

  

* Areas of competence 

  

Areas of competence are described in the relevant sections of this manual and in the Operating
Procedure. 

  

3.5 Document and Data approval and issue 
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The documents of the Quality Management System are to be reviewed and approved according to
the following table: 

  

  

Issuance of the Quality documents is described in Operating Procedure. 

 Document and Data Changes 

 Changes of Quality Documents are described in Operating procedures. 

  * Documentation 

 Documents are filed in proper conditions where they are safe from environmental influences,
damage, loss or unauthorized access and this is done in such a way that the working results are
easy to locate and are accessible so that they can be used at any time in the case of queries,
feedback of experience and further training. 

 3.6   Purchasing 

 * Purpose 

 The present section of the Quality Manual describes measures taken to ensure fulfillment of
quality requirements of purchased products and services. 

 * Scope 

 The Quality element applies for all external services and products purchased which are part of
the services to be rendered by JPHI. 

 * Areas of competence 

 The employee in charge is responsible to specify the product/service to be purchased. 

 * Evaluation of subcontractors 

 When orders are being implemented, services of external firms may be used. 

 * Purchasing Data 

Doc. Name Reviewed by Approved by 
Quality Manual Management Representative General Manager 
Operating Procedures Management Representative General Manager 
Job Description Management Representative General Manager 
Work Instructions Head of Department M a n a g e m e n t 

Representative 
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 * Ordering of equipment 

 The employee in charge according to Operating Procedure issues orders for equipment to be
purchased or hired. Order placing and approval regulations are laid down in Operating
Procedure. 

  * Ordering of services 

 Services are purchased according to Operating Procedure. All order conditions are detailed in the
order issued. All such orders must be confirmed in writing. A list of all qualified subcontractors is
filed in the administration department. 

 * Verification of purchased product and service 

 The purchased product or service is to be checked for fulfillment of the requirements, fixed in the
order, by the head of the organization unit or somebody appointed by him. 

The organization unit checks the invoice of the supplier whether the invoice complies with the
contract. The compliance is confirmed on the invoice. 

 * Documentation 

 Purchasing is documented by purchase orders. The documents regarding purchase orders are
filed in the relevant quotation or order file. The measures taken with regard to purchasing/hiring
are described sequentially in the Operating Procedure. 

  3.7   Identification and Traceability 

 * Purpose 

 The present section of the Quality Manual describes measures taken for identification and
registration purposes to avoid mix-ups and to ensure traceability. 

 * Scope 

 This Quality requirement is applicable for all related documents and test objects during the
whole period the service is being rendered. 

 * Areas of competence 

 The areas of competence are defined in the specific Work Instructions. 

 * Description 

 By means of impeccable identification and registration of the documents allocated to the services.
Traceability and identification of the services are ensured throughout the entire time they are
being rendered. 

Allocation criteria for identification and registration.
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The application of the relevant allocation criteria is dealt with individually and described in
greater detail in the Operating Procedure. 

 * Traceability 

 During the time an order is being dealt with, the person in charge under the corresponding
allocation criteria stores the related documents. After the conclusion of the contract, the
documents are filed in accordance with the related allocation criteria. 

 * Documentation 

 Means of documentation used in connection with the identification and traceability are
appropriately identified and registered documents allocated to the services. 

The Quality Assurance measures for identification and traceability are laid down in the Operating
Procedure. 

 3.8   Planning and Implementation of Services 

 * Purpose 

 This reason describes the measures taken to meat the quality requirements during planning and
implementation of services. 

 * Scope 

The regulations laid down in this section apply for all departments involved in planning and
implementation of services. 

 * Areas of competence  

 Responsible for the service to be rendered within the framework of the order is the employee
entrusted with the order. Planning and monitoring during the rending of services are the
responsibility of the superior and, in the case of large-scale projects the project manager. 

  * Description 

 The services to be rendered by JPHI consists of: 

 •        Third Party Inspections 

•        Product Certification 

•        Training Programs 

•        QMS and EMS Certification on behalf of accredited body. 

 To meet the quality requirements, i.e. ensure that the services are rendered in an optimum
fashion in accordance with the conditions of the order with regard to technical, schedule-related 
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and economic aspects, the handling of the order is planned and monitored in detail. 

 * Planning of Services 

 Before beginning to perform the order, it is ensured that the conditions of the order have been
clarified and agreed with the customer. 

The planning consists of: 

•        Assignment of employees taking into consideration that the fact that the employees
assigned have the correct qualification and are suitable for the task at hand in view
of their training and experience. 

•        Provision of the necessary suitable equipment for the activities (e.g. technical
Devices, measuring instruments) and regulations. 

  •        Time scheduling 

•        Monitoring to be taken as the service is rendered. 

 * Performance and monitoring of services 

 The employees involved in performing an order are obliged to do everything necessary to ensure
efficient and contractually correct performance. The order conditions as confirmed must be
strictly observed. 

Services are monitored in the form of self-control by the employee with regard to the work
sequence and work results and supervised by the head of department concerned. 

Any nonconformity and quality problems found are clarified or effectively solved immediately.
Sections 4.13 and 4.14 of this Quality Manual describe in high detail how nonconformity and
corrective actions are dealt with. 

 Documentation 

 The Quality measures taken when services are rendered are documented according to the scope
of the order by the following: 

•        Project sequence plans 

•        Project status reports 

•        Records of meetings 

•        Interim and final reports 

  3.9   Checking and Evaluating Services Quality 

 * Purpose 
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 The present section of the Quality Manual describes the quality checks supplied to ensure that the
specified quality requirements are met. 

 * Scope 

 The checks of service quality encompasses 

•        Checks conducted while services are being rendered, and  

•        Final evaluation. 

 * Area of competence 

 The respective superior performs the checks of service quality in the form of self-tests and checks.

 * Description 

 * Receiving checks and evaluation 

 Service of supplier is checked on fulfillment of quality requirements, which are determined in the
order, by the responsible employee. In the case of nonconformity, they are documented in writing. 

 * Checks during rendering of services 

 For all services, the responsible employee checks the conformance with the contract, the
regulations, and the Quality System, while services are being rendered. 

The supervisory duties encompass supervision with regard to technical, schedule-related, and 
economic rendering of services. 

Such supervision is conducted on a spot check basis. 

  * Final evaluation 

 The superior as part of his supervisory duties conducts the final evaluation. Detailed evaluation
criteria are given in the corresponding Operating Procedures and Work Instructions. 

 Control of Inspection, measuring and Test Equipment 

 This clause is not covered by the scope of our business activities. 

 * Quality & Inspection , and test status: 

 * Purpose 

 This section describes the quality measures taken to identify the inspection and test status with
regard to the status or order implementation. The identification of inspection, and test status shall
ensure that only a service, which has been released, is dispatched. 

 * Scope 
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 The following descriptions apply to all phases rendering of the service.

 * Areas of competence 

 The competent employee indicates the status of order implementation. The identification of
inspection and test status is of the responsibility of the competent employee and of the respective
superior within the framework of his supervisory duties. 

 * Description 

 The status of order implementation is described in inspection and test plans as well as in reports
according to the scope of the order. When an order is completed, a final report is drawn up. 

 * Documentation 

 The documentation of the inspection and test status is ruled in the Operating Procedures. 

 3.12  Handling of Nonconforming Services 

 * Purpose 

 The present section of the Quality Manual describes the procedure adopted to identify and report
on quality nonconformity (with regard to technical aspects, schedule and economic aspects), while
an order is being implemented, in order to prevent the customers being affected. 

 * Scope 

 The regulations laid down in this section apply during the whole time the service is being
rendered. 

 * Areas of competence 

 Every employee is responsible for giving immediate notification of any quality nonconformity
found in a service rendered to the head of his department. 

 * Description 

 As described in this Quality Manual, checks are made of the services rendered during the whole
time an order is being performed. 

 Quality nonconformity in services provided by sub-contractors. 

 If any quality nonconformity is found during the check of external services, the continued use of
the external service is temporarily suspended. 

The competent employee will clarify the matter with the sub-contractor in consultation with the 
project manager or with his superior, such clarification to include rectification, toleration or
rejection of the service rendered. 

 Quality nonconformity during the performance of services.
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 Quality nonconformity found by employees, while a project is being rendered, will be clarified in
consultation with the project manager or superior. Clarification includes deciding on rectification,
toleration, or rejection of the service rendered. In addition, it is established whether a systematic
nonconformity requiring specific corrective action is present. 

 3.13  Corrective and Preventive Action 

 * Purpose 

 This section describes measures taken to eliminate the causes of nonconformity and to prevent the
repetition of any such nonconformity. 

 * Areas of competence 

 The respective head of department is responsible for the systematic registration and evaluation of
quality nonconformity. The responsibility for introducing corrective action and subsequent
control is also with the head of department. If the cause of quality nonconformity is to be found in
the Quality System, the MR must be informed. 

*Description 

Corrective and preventive action includes 

•        Establishing quality nonconformity, 

•        Analyzing quality nonconformity and establishing causes. 

•        Establishing and monitoring the corrective action, 

•        Modification of documents to prevent nonconformity. 

 Analysis of quality nonconformity and establishment of causes 

 Quality nonconformity are analyzed and their causes determined (reason analysis) by the
respective head of department with employees within the scope of meetings, staff conferences and
engineer discussions, if necessary with involvement of the MR. 

Establishment of monitoring of corrective action 
 Corrective action is established and monitored by the respective head of department and if
necessary the MR. corrective action, which has been successfully implemented, is recorded in
report form in the working documents and/or the reports of the MR and the head of department. 

 Modification of documents to prevent nonconformity 

 Generally valid knowledge obtained from quality nonconformity analyses is, if necessary,
recorded in Operating Procedures and Work Instructions. Changes/revisions of existing
instructions can be performed as a preventive action.
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 * Documentation 

 Quality nonconformity, corrective action taken and its monitoring are documented in writing
form in working documents and/or reports of the MR and the head of the concerned department. 

Where changes are made in procedure or the working sequence, they are to be described in the
accordingly revised Operating Procedures and Work Instructions. 

 3.14  Quality Records 

 * Purpose 

 This section describes measures taken to ensure proper preparation and handling of quality
records which are recorded to provide adequate evidence of fulfillment of quality requirements
and for an effective manner of working for the Quality System. 

 * Areas of competence 

Every employee is responsible for protection and storage of the Quality records. The employees
responsible for filing Quality records are obliged to properly register and file the Quality records. 

The responsibility for issuing and filing is laid down in the Quality Manual and the Operating
Procedures. 

   * Description 

 Quality records are laid down in particular for the following areas: 

•        Effectiveness of the Quality System, 

•        Personnel qualification, 

•        Equipment qualification, 

•        Quality of inspection and test methods used, 

•        Supplier qualification, 

•        Service quality (including all work and test results for the respective service). 

The relevant Operating Procedures and Work Instructions govern the type and mode of
Quality records. 

 Work and test results are invariably recorded in writing. For standard inspections and tests
the intended forms are used taking due account of special customer wishes. 

The Quality records have to be legible and clearly marked (Identify Ability). 

 3.15  Internal Quality Audits 

Quality 
Management 
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 * Purpose 

 This section describes how the effectiveness of the Quality System is verified, monitored and if
necessary improved with help of internal audits. 

 * Scope 

 Internal Quality  audits are conducted in all areas entrusted with documented practices. 

 * Areas of competence 

 The MR carries out the initiating and planning of internal audits. In the case of an audit by an
external body, the MR is the contact person. The MR has the right to perform an audit when
problems have been encountered with the operation of the Quality Management System or
changes have been made to the system. 

 * Description 

 Scheduled internal audits are conducted at least twice a year and for any particular reason
(e.g. customer complaints). 

The basis for the implementation of internal audits by the MR is provided by the specifications
in the valid Quality Manual and in the appendix to the Quality Manual. As part of the audit, a
check is made as to whether work is conducted in accordance with the specifications. 

An audit program is drawn up twice a year by MR and agreed with the GM. An audit report is
drawn up for any audit performed and, in the case of nonconformity, a nonconformity report
as well. The reports contain the results of the audit with details of any nonconformity found
any necessary improvement measures and dates for the introduction of improvements. Where
necessary with indication of a date for an extraordinary audit. MR signs the audit report, and
the nonconformity report is to be signed by the MR and the auditee and it is then brought to
the attention of the GM of RWTUV Abu Dhabi. 

The MR checks whether any changes have been introduced in time. 

 * Documentation 

 Documents for the internal audit are: 

•        Audit program 

•        Audit report 

•        Nonconformity report 

These documents are filed in the GM's and the MR's office. 

The implementation of audits is governed by the Operating Procedure. 
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 3.16  Training 

 * Purpose 

 With regard to the Quality Policy to supply services of highest quality, the management of
JPHI considers the education and training of its personnel significant. The present section of
the Quality Manual describes the measures taken to ensure that all employees entrusted with
quality-related tasks are trained and that they have sufficient specialist knowledge. 

 * Areas of competence 

 At least twice a year, a meeting between the individual employee and the GM shall take place.
One of the conclusions of this meeting is to decide about training measures for the next year.
The GM is responsible for fixing and arranging training measures. 

 * Description 

 Training schedule for all employees is prepared and updated regularly.  

New sector-related knowledge and research results are imparted to employees in specialist
conferences, seminars and through technical journals. 

Where devices and installations are newly acquired, the training measures offered by the
equipment manufacturer are used, and if necessary, additional external courses attended. In
connection with newly appointed personnel, employees are selected with regard to workplace-
related requirements and are only entrusted with the relevant task when they have been
appropriately prepared, including training in specialist matters, Quality Assurance and safety,
Instruction is given by means of internal training. If necessary supported by external training. 

 * Documentation 

 Evidence of qualifications and evidence of internal and external courses attended are a
constituent part of the employee's personal file. The AM keeps the personal file. 

 3.17  Servicing 

 * Purpose 

 An essential goal of JPHI is to satisfy the customer requirements. One means is to maintain
regular contact to the customer to exchange experience, so the service can be enhanced and
optimized. The present section of the Quality Manual describes the measures taken to reach
the mentioned goals. 

     Are of competence   

 The heads of the departments are responsible 

•        For maintaining regular contact to the customers.
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•        For an assessment and, if necessary, implementation of the positive as well as the
Negative statements of the customer. 

•        For investigating the complaints of the customer and to drawing the logical
conclusions. 

The GM considers the information on customer contacts and serious complaints in the review
of the Quality System. 

 * Description 

 Maintenance of contact to customer 

 During the rendering of projects, the employee endeavors to fulfill the contractual conditions
technically and on time, and in addition to present the advantages of the service offer of JPHI. 

For the purpose of optimization of the service, it is of great importance to find out whether the
customer is satisfied with the offered and performed service. 

 3.18  Statistical Techniques 

 This section describes the measures and methods for the evaluation and improvement of
services. 

 Scope 

Measures are applied for: 

•        Checks of reports. 

•        Complaints 

•        The time used 

•        Corrections/revisions 

 * Areas of competence 

 The MR is responsible to evaluate applied measures and to comment their results. 

 * Description 

 The extent and type of an evaluation method depends on the questions to be answered, such as: 

•        Kind of complaints 

•        Time needed for the issue of statements, reports, etc. 

 * Documentation 
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 Copies of all results are made available to every employee to demonstrate any tendency (positive
or negative). 

All results are handed over to the GM for filing. 

    

Page 63 of 68

1/14/2013



 

 

Page 64 of 68

1/14/2013



 

 

Page 65 of 68

1/14/2013



 

 

Page 66 of 68

1/14/2013



 

 

Page 67 of 68

1/14/2013



 

  

  

  

  

Page 68 of 68

1/14/2013


