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APPENDIX A: SOP/ForRMS CROSS REFERENCE

This index maps each Standard Operating Procedure (SOP) to its supporting forms and records.

It ensures traceability between documented procedures and the quality records maintained by

[CompanyName].
SOP # SOP Name
SOP-01 Document and Record Control

SOP-02

SOP-03

SOP-04

SOP-05

SOP-06

SOP-07

SOP-08

SOP-09

SOP-10

SOP-11

SOP-12

SOP-13

SOP-14

SOP-15

SOP-16

SOP-17

Management Review

Welder Qualification &
Continuity

QC Inspector & NDE Personnel
Qualification
Training

Material Receiving & MTR
Review

Filler Metal Control

WPS & PQR Control

Production Welding

Weld Inspection

NDE Procedure Control

NDE Subcontractor Approval

Nonconformance Control
Corrective Action

Calibration & Equipment
Verification

Internal Audit

Continuous Improvement

Supporting Forms

System Document Control
Form, Records Control Form

Quality Program Audit Form

Welding Personnel
Qualification. Form, Welding
Personnel Certifications and
Licenses

Subcontractor and Supplier
Certifications and Licenses

Training Record

Material Inspection and
Receiving Report, Metals
Material Receiving Inspection
Report

Weld Filler Material Issue Log

Form N-1, N-3, N-4 (WPS/PQR
forms)

Project-specific weld
maps/travelers

Visual Weld Inspection Report

AWS Forms (M-8, M-11, N-7, N-

8, etc.)

Subcontractor and Supplier
Certifications and Licenses

Nonconformance Report
N/A

Test Equipment Calibration
Plan and Log

Quiality Program Audit Form

Preventive Action
training/records

Forms

WPS/PQR Revision Log
(optional)

Management Review Record

Welder Continuity Log
(updated)

Vision Examination Record,
NDE Subcontractor
Quialification Review

Annual Training Plan (optional)

Signed/dated MTRs

Electrode Oven Log

WPS/PQR Revision Log
Traveler Template

N/A

N/A

NDE Subcontractor
Qualification Review
N/A

Corrective Action Report

Calibration Certificates (if not
vendor-issued)

Audit Checklist (Excel/Word)

Continuous Improvement Log
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APPENDIX B: STANDARD OPERATING
PROCEDURES (SOPS)

These SOPs contain the documented procedures that support the [CompanyName] Quality
Program. Each SOP is controlled, reviewed, and approved in accordance with AWS B5.17:2025

Clause 6.
SOP 01: Document and RecOrd CONTIOL.....cccuiiiuiiiiiiiiiieerie ettt rare e s e e e s 1
SOP 02: ManagemMeENTt REVIEW.....ccciiiieuiiiiiieeeeeeeeiiitieeeeeeeeesietateeeeeeesssaeesebebe e sase s naneeeeeesessnnnenaeens 3
SOP 03: Welder Qualification and CoNtiNUItY.......ccueeeiioviiiaiiiie i 5
SOP 04: QC Inspector and NDE Personnel Qualification ............cceciiieeieiieeeccciiee e 7
SOP 05: TraINING . .ueiviieeeeiieeiiiiieeee e eeerirree e ade e et s baab e e e eesssssstbeeee s iTessasttbaeeeeeessssssaseeeeesssssssnseneeees 9
SOP 06: Material Receiving and MTR REVIEW ...c....uuieiiicrieesieiiieeeeiiee e eciteeeesvee e e esreee e enee e s eneeas 11
SOP 07: Filler Metal CONEIOl.......ccuiiieeeeiieeesieee e eitie s sseae e e teessteeesatessbeesssseesseeesseeesseessnseesns 13
SOP 08: WPS and PQR CONEIOL......iiei ittt eeiee sttt e e estee e s stee e e e sabae e s s sabaee s snabeeeesnres 15
SOP 09: Production WeldiNG.......c.ciivi e et ittt e ettt e e eree e e e bae e e 17
SOP 10: Weld INSPECLION. ...cc ittt eecde et e ettt e et e e e tee e et e e e e ebae e e esarae e e e areeeeesnbaeeeenrens 19
SOP 11: NDE Procedure CONLIOl .....cciueeiireeeieiiee e ceiiee e cciee e seteee e sstee e s s setee e e e saree e s s sabee e s s snneeessnves 21
SOP 12: NDE Subcontractor APProval .........cceeeiiciiie ittt 23
SOP 13: Nonconformance CoONtrOl........cuuiiiiiiiiei ettt e e e e e 25
SOP 14: COrreCtiVe ACTION ... oiiiiiiieii ettt ettt e e e sttt e e e e s s sttt et e e e e s s ssbrbeeeeeessssanssssaees 27
SOP 15: Calibration and Equipment Verification .........cccceeeeeiei et 28
Procedure CAL-01: Vernier Calipers & MIiCrOMEters ......ccccuviieeciiieeiiiiiee e ecvee e svaee e 30
Procedure CAL-02: Welding Machines (Verification with Load Bank / Auxiliary Meters)......... 31
Procedure CAL-03: Thermometers / Temperature Indicating Devices ..........ccceeeeveeecrerecveenne. 32
Procedure CAL-04: Gas Flow Meters / REGUIALOIS ........cceevveiiieeiiieieeieccieesee et 33
Procedure CAL-05: Clamp Meters / MURIMEErs .......c.ocoveiveeieeiiieieeeectee st 34
Procedure CAL-06: Weld Gauges (Fillet Gauges, Hi-Lo Gauges, Bridge Cam Gauges) .............. 35
Procedure CAL-07: PreSSUIE GAUEES ....cccccureeeriireeerirreeesisreeesssseesssssessssssssessssssesssssssessssssseees 36
Procedure CAL-08: Ultrasonic ThiCKNESS GAUEZES .....cvvveevcurieeiriiiieeiiireeessieeesesiaeeeesssneeessnsneees 37
YO L L oY 1T T | X Lo [ RS SPRR 38
SOP 17: ContinUOUS IMPIrOVEMENT .....eviiiiiiiiieiiiiiiteeee e esriireee e e s s esiarraeeeeeessssbrseeeeessssssssseneees 40
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SOP 01: DOCUMENT AND RECORD CONTROL

Purpose

To define the process for preparing, reviewing, approving, issuing, revising, distributing, and
archiving quality documents and records to ensure accuracy, consistency, traceability, and
compliance with AWS B5.17:2025 Clause 6.4.

Scope

This SOP applies to all quality-related documents and records at [CompanyName], including the
Quality Manual, welding procedure documents, inspection and test records, calibration records,
training records, subcontractor qualifications, nonconformance reports, and forms used to
demonstrate compliance with the Quality Program.

References

e AWS B5.17:2025, Specification for the Qualification of Welding Fabricators (Clause 6.4)
e AWS QC17, Specification for AWS Accreditation of Certified Welding Fabricators

e [CompanyName] Quality-Manual, Section4 Document Control and Records Retention
e System Document Control Form

e Records Control Form

Responsibilities

e Quality Manager: Administers document and record control, approves revisions,
maintains master list, ensures compliance.

e Document Control Clerk or Designee: Maintains distribution lists, ensures obsolete
documents are removed, tracks records, archives files.

e Department Managers: Ensure controlled documents in their work area are current and
obsolete copies are removed.

e All Employees: Use only current, approved documents and records in daily work.

Procedure

1. Preparation and Review: Documents are drafted by the responsible party and reviewed for
accuracy and completeness.

2. Approval: The Quality Manager or authorized senior management approves all controlled
documents prior to release.

3. Issuance and Distribution: Controlled copies are distributed by the Document Control Clerk.
Distribution records are kept on the System Document Control Form.

4, Revision Control: Revisions are identified by date, letter, or number. Revision indicators such as
vertical bars or change logs are used. Obsolete documents are removed or marked 'VOID' to
prevent unintended use.

5. Record Retention: Records are maintained for a minimum of project completion or as specified
by contract, but not less than five years. Records are stored securely in either paper or electronic
format.
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Archiving and Disposal: After retention requirements are met, obsolete records are disposed of
by shredding (paper) or deletion (electronic) with Quality Manager approval.

Contract documents, drawings, and quality records are controlled in accordance with the policies
defined in the Quality Manual (Sections 4.2—4.5).

Records and Forms

System Document Control Form

Records Control Form

Document distribution lists

Change logs and revision histories

Revision History

REV. DATE DESCRIPTION OF CHANGE APPROVED BY
0 [Date] Initial issue [Name/Title]
Page 2
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SOP 15: CALIBRATION AND EQUIPMENT VERIFICATION

Purpose

To establish the process for calibrating, verifying, and maintaining measuring and welding
equipment to ensure accuracy, traceability, and compliance with AWS B5.17:2025 Clause 6.10.

Scope

This SOP applies to all measuring devices, test equipment, and welding machines used in
fabrication and inspection at [CompanyName].

References

e AWS B5.17:2025, Specification for the Qualification of Welding Fabricators (Clause 6.10)
e [CompanyName] Quality Manual, Section 9 Measuring and Testing Equipment
e Test Equipment Calibration Plan and Log

Responsibilities

e Quality Manager: Maintains calibration program, ensures records are complete, verifies
compliance with standards.

e Calibration Technician / Designee: Performs calibration and verification of equipment,
applies calibration labels, records results.

e Department Managers: Ensure equipment under their control is made available for
calibration on schedule.

Procedure

1. Identification: All equipment requiring calibration is logged in the Test Equipment Calibration
Plan and Log with unique ID numbers.

2. Calibration: Equipment is calibrated at specified intervals against national standards or
manufacturer specifications. Load banks, auxiliary meters, and wire-feed tachometers are
calibrated annually.

3. Verification: Welding machines are verified at least annually for condition and accuracy of
meters, cables, hoses, and feeders.

4. Labeling: Calibrated equipment is tagged with last calibration date, next due date, and technician
initials.
5. Records: Calibration records include type, serial number, frequency, tolerance, date calibrated,

next due date, and standard used.

6. Disposition: Equipment found out of tolerance is removed from service until recalibrated or
repaired.

Records and Forms

e Test Equipment Calibration Plan and Log
e C(Calibration certificates and reports
e (Calibration labels/tags
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REV. DATE DESCRIPTION OF CHANGE APPROVED BY
0 [Date] Initial issue [Name/Title]
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PROCEDURE CAL-02: WELDING MACHINES (VERIFICATION WITH
LOAD BANK / AUXILIARY METERS)

1. Purpose

To define the method for verifying welding machines for accuracy and condition.

2. Scope

Applies to all welding machines used in fabrication.

3. Responsibility

The Quality Manager ensures annual verification using'qualified personnel or service providers.

4. Frequency

Annually, and after repair or suspected malfunction.

5. Method

Inspect exterior, cables, hoses, feeders.
Connect calibrated auxiliary meters orload bank.

Set machine to typical operating ranges.

1.

2.

3

4. Compare readings against calibrated meters.
5 Check gas flow meter-accuracy if equipped.
6

Document results in Calibration Log.
6. Acceptance Criteria

Within +10%.of set values or as required by WPS/contract.

7. Records

Verification results logged with ID, serial, readings, date, initials.

8. Identification

Verification sticker with last/next date, initials affixed.

Page 31

Standard Operating Procedures
Copyright



For More Information, Visit www.firsttimequalityplans.com
Or Call: 443-292-9514

APPENDIX C: SAMPLE FORMS

[CompanyName] System Document Control FOIrmM .......cccueiiviiiieiiiiiee e 2
[CompanyName] Records CONtrol FOIM......iuuiiiiiiiiieiciiee ettt e sieee e eee e e sbee e s s e e s s 3
[CompanyName] Controlled Materials FOrm ........ccuiiiiiiiiieieciee ettt 4
[CompanyName] Material Inspection and Receiving REPOrt .......ccccueeeeeiieeeeiciieeeeeiiee et 5
[CompanyName] Metals Material Receiving Inspection Report .......ccccccvveviviieeiiivvinecdeniiten e, 6
[CompanyName] Weld Filler Material ISSUE LOZ .......ccoocuieiieiiiieeccieee ettt tint e e e 7
[CompanyName] Change Order FOIM ........iiociieeiiciiie e ceiiee ettt e e s e abbe s be e rae e e e ebeee e enees 8
[CompanyName] Project SUbmMittal FOrmM......ccueiiiiiiiri i ittt et 9
[CompanyName] Nonconformance REPOIT........cccccuuiie ik it sfree ettt e e e eraeee e 10
[CompanyName] Test Equipment Calibration Planand LOg .....c..cccciiviieiiee e 11
[CompanyName] Welding Personnel Certificationsand Licenses.........ccoceeeeeeeeieciviveeeeeeeeeeennns 12
[CompanyName] Project Subcontractor and Supplier LiSt.........ccoecveerieciiee e 13
[CompanyName] Sample Inspection and Test Plan (ITP) — Structural Steel Welding ............... 14
[CompanyName] Visual Weld InSpection REPOIT ...cu.eeiieciiiiiiiiiiee et 16
[CompanyName] Welding Personnel Qualification FOrm .........cccoecvveiiiciiee e 17
[CompanyName] Subcontractor and Supplier Certifications and Licenses..........ccoceeeeecvveeeenns 18
[CompanyName] Training RECOI. .iu.iiv i ieiieee ittt ecttee et e e st e e st e e e sbee e e s sbaeeeesbeneeenans 19
[CompanyName] Quality Program AUdit FOrM ......c..oeiiiciiiieiciiee ettt e 20
[CompanyName] Management ReVIEW RECOI ........cocovuiiiiieciiiie ettt 22
[CompanyName] Vision Examination RECOId........ccuiiiiiciiiiiiiiiiee e cereee et e e sveee e 23
[CompanyName] Corrective Action Report (with Threshold Field)........cc.cccoecvveeiiciiieecciineens 24
[CompanyName] NDE Subcontractor Qualification REVIEW .........ccccueeieeciiiieicciiee e 25
[CompanyName] Continuous IMProvemMeNnt LOS........ccoccveeeiiciieeeiiiiieeeeiieeeeeieeeessveeeeessveneaeeans 26
[CompanyName] Welder CoNtinUIty LOZ......cccuuieieciiiieieiieee et eeiee et e et e e e evre e e e eraeeeeeaes 27
[CompanyName] Electrode OVEN LOG........cciivcuiiieiiiiiieieiieee et ee e siiee e e settee e e svteee s sveeeessreneaenans 28
[COMPANYNAME] TrAVEIEI ..ciiiciiiie ettt ettt ettt et e e e st e e s ebe e e e e sbteeeesbtaeeesstaeessstneeesssneaeanns 29
[CompanyName] WPS / PQR REVISION LOG ......ccocveeeerveeiieeeteeeeteeeeteeeetreeeeteeeetreeeteeeeaeeesveeenee s 30
Form N-1 Welding Procedure Specification Prequalification ........cccccceeevivieeiiciieeiccieecccie, 31

Form N-3 WPS QUALIFICATION TEST RECORD_ELECTROSLAG and ELECTROGAS WELDING..... 33
Form N-4 WELDER, WELDING OPERATOR, OR TACK WELDER QUALIFICATION TEST RECORD. 34

Form N-9 STUD WELDING APPLICATION QUALIFICATION TEST DATA ...cooiiiieeeiiieeee e, 35
Form M-8 Ultrasonic Unit Calibration REPOrt-AWS.........ccuviiiiiiiieiccree e 36
Form M-9 dB Accuracy EValUtioN........ccooeiiiiiee ettt e e e e e 37
Form M-10 Decibel (Attenuation or Gain) Values Nomograph .......ccccccceeeeereeeiieciiieeeceeecreeene 38
Form M-11 Report of UT Of WIS .......cooviiiiiicieie ettt e e s 39
Form N-7 REPORT OF RADIOGRAPHIC EXAMINATION OF WELDS ..., 41
Form N-8 REPORT OF MAGNETIC-PARTICLE EXAMINATION OF WELDS .......cccccevvveiriirenreennne 42
Form S-15 Report of UT (Alternative ProCeduUre) ......ccocieeecieeecieeciee et svee e 43
Page 1

Sample Forms
Copyright



For More Information, Visit www.firsttimequalityplans.com

Project ID

[ProjectNumber]

Activity / Inspection Point

Material Receiving

Material Storage

Fit-Up / Joint Preparation

Or Call: 443-292-9514

[CompanyName]

Sample Inspection and Test Plan (ITP) — Structural Steel Welding

Project Name

[ProjectName]

Inspection Method /
Check

Verify steel grade, dimensions,
MTR review (signed & dated)

Check segregation, protection,
condition

Dimensional check of bevel
angle, root opening, alignment

Prepared By

Acceptance Criteria

Matches PO-and AWS D1.1
requirements
|‘Materials protected, filler metals
| stored per procedure

Within tolerances of WPS and
drawings

Date

. Reference
|, Standard / Code

Responsibility

AWS D1.1, Project QC Inspector, Receiving

Specs

AWS A5.xx, Welding Supervisor, QC
Manufacturer Specs Inspector

AWS D1.1, WPS QC Inspector

Notes

Record / Form

Material Inspection and
Receiving Report; MTRs

Storage/Oven Log

Fit-up Inspection Report (or
Traveler)

Full Word version available upon purchase - Copywrite First Time Quality. All rights reserved.

Nondestructive Testing (if
required by contract)

Dimensional Inspection — Final

MT/PT on selected welds; UT/RT | Per project specification or contract

on CJP welds

Verify member dimensions, hole

locations, camber

(typically UT on CJP > 5/16")

Within project tolerances

AWS D1.1 Clause 6;
AWS B111 NDE Level Il /1l
AWS D1.1, Project

. Cl t
Drawings QC Inspector

MT/PT/UT/RT Report

Dimensional Inspection Report
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Inspection Method / Reference
Activi Inspection Point Acceptance Criteria Responsibilit Record / Form
ty /Insp Check P Standard / Code P y /
NCR di ition: R k, Repair,
Nonconformance Control Document and segregate defects ISpos! |o.n t.ewor epar AWS B5.17 Clause 6.8 | QC Inspector, QM Nonconformance Report
Scrap, Use-as-is (with approval)
| CARf ing defect: CAR defi t ti
Corrective Action (if required) ssue L or recurring aetects or ) ¢ me_s_roo. cause, corrective AWS B5.17 Clause 6.9 | Quality Manager Corrective Action Report
systemic issues action, verification
Review of ITP, records, and All inspections/tests complete and . ality Manager, Client | _. .
Final Acceptance . V! W. . inspections/ P Project Specs, Contract Quality & ! Signed ITP with records
inspection reports signed f Rep
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Unique Part ID

(Serial #, Shop order, or

Report ID # batch number) Project ID Project Name Drawing # & Rev. Qate of Inspection
| | | | Nz |
'b&\
Procedure and Inspection Nominal Actual @Ierance Comments

Acceptance Criteria / Result

Refit Pass/Fail

] | [
e
I e |
I I
| |
' I
I
|
|
I
|

o —

Final acceptance of completed work (sign and date)

Inspector Sign and Date Welding Supervisor Sign and Date
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Welder ID Process Last Weld Date Continuity Signature Next Due Date

Maintained

(Y/N)

=
4

<
o° Nl

D

O\@(\\J 1R

\ <& X\

o

(:,Qz Q
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Form N-1 Welding Procedure Specification Prequalification

AMMEX N AWS D1.1/D1 . IM2010
WELDING PROCEDURE SPECIFICATION (WPS) Yes []
PREQUALIFIED _____ QUALIFIEDBY TESTING ___
or PROCEDURE QUALIFICATION RECORDS (PQR) Yes []
Identification #
Revision Date By
Company Nama Authorized by Date
Welding Process(as) Type—nanual [] Semiautomatic [
Supporting POR No.(s) Mechanized ]
JOINT DESIGN USED POSITION
Type: Position of Groove: Fillet:
Single [] Double Weld [_] Vertical Progression: Up[ ] Down[ ]

Backing: Yes[] MNo[]

Backing Material:
Root Opening Root Face Dimension
Groove Angle: Radius (J=U)

ELECTRICAL CHARACTERISTICS

Transfer Mode (GRMAW)

Shert=Circuiting [

Back Gouging: Yes[_| MNo[ Method Globular[_] Spray [

Current: AC[ ] DCEP[] DCEN[] Pulsed[ ]
BASE METALS Power Source: CC[] v [
Material Spec. Other
Type or Grade Tungsten Electrode (GTAW)
Thickness: Groove Fillet Siza:
Diamater {Pipe) Type:
FILLER METALS TECHNIQUE
AWS Specification Stringer or Weave Bead:
AWS Classification Multi-pass or Single Pass (per side)

Number of Electrodes

Electrode Spacing Longitudinal
SHIELDING Lateral
Flux Gas Angle

Composition Contact Tube to Work Distance
Electrode=Flux (Class) Flow Rate Peeaning
Gas Cup Size Interpass Claaning:
PREHEAT POSTWELD HEAT TREATMENT
Praheat Temp., Min. Temp.
Interpass Temp., Min. hax. Time
WELDING PROCEDURE
Pass or Filler Metals Current
Wald Type & Amps or Wire Travel
Layer(s) | Process Class Diam. Polarity Feed Speed Volts Spead Joint Details
Form MN-1 (Front)
354
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ANMEX M AWS D1.1/D1.1M:2010
Procedure Qualification Record (PQR) #
Test Results
TENSILE TEST
Sroere [ wan [ s [ men | st T U it TcrwcarofFts
GUIDED BEND TEST
S”‘ﬁ:""” Type of Bend Result Remarks

VISUAL INSPECTION

Appearanca,

Undarcut

Piping porosity
Convaxity,

Test date

Withessed by

Other Tasts

Welder's name

Tests conducted by

Radiographic-ultrasonic examination

RT raport no.. Result
UT report no.: Result
FILLET WELD TEST RESULTS
Minimum size multiple pass Maximum size singla pass
Macroetch Macroatch
1. 3 1. 3
2. 2.

All-weld-metal tension test

Tensile strength, psi
Yield point/strength, psi
Elongation in 2 in, %

Laboratory test no.

Clock no. Stamp no.
Laboratory

Test number

Per

‘W, the undarsigned, certify that the statements in thiz record are correct and that the test welds were prepared, welded, and
tested in conformance with the requirements of Clause 4 of AWS D1.1/D1.1M, ( | Struciural Welding Code——Steel.

(year)
Signed
Manufacturar or Contractor
By
Title
Date
Form MN-1 (Back)
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