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 1.0 PURPOSE
 This procedure is to clearly define the relevant requirements for material receiving, handling, inspection, storage and traceability including its control of any non-conforming materials.
 2.0 SCOPE All material supplied by Client and Kencana Infrastructure Sdn. Bhd, intended to be used on a particular project during the entire period of the project construction phase.
 3.0 REFERENCES
 - Requirement of ISO 9001 : 2008 - Client’s specification
 4.0 DEFINITIONS
 Material Receiving - Information for the arrival of goods and preparation Handling - Material handling requirement for receipts and storage Material Traceability - Records of material certificates and markings Storage - Adequate weather protection and preservation Material Control - Material issue and inventory stock check. PID - Purchase Inquiry Document MIR - Material Inspection Report MIDR - Material Inspection Deficiency Report PMT - Project Management Team
 5.0 PROCEDURE 5.1 GENERAL
 a) Receiving inspection guideline for mechanical, electrical and instrument
 items are referring to Figure II and Figure III. b) Material receiving, issue and traceability flow chart, see Figure III.
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 5.2 MATERIAL RECEIVING AND INSPECTION 5.2.1 Material Receipt Verification and Inspection
 5.2.1.1 General
 Material Controller shall initially check/ examine the actual physical condition of all incoming materials and carryout verification for all corresponding documents in compliance with the following: • Conformance to Client’s specification, Code and
 Standard. • Quantity and type/grade of items received against
 Invoice/ Delivery Notes and/ or Purchase Orders. • Identification of items with Purchase Orders/ PIDs. • Visible damage of items. • Conformance to documents. (packing lists, Mill
 Certificates, test Certificates and Material Safety Data Sheets – especially for chemicals).
 Any materials/ documents found not comply with the specified code, specifications and standard shall be automatically put on hold. The Material Coordinator shall be the inspection focal point and shall notify the relevant departments (QA/QC, Engineering and Production) to assist in the receiving inspection.
 5.2.1.2 Structural and Piping Materials While carrying out inspection, the Material Controller shall straight away apply paint or metal marking on the item inspected. Whenever practical, the Material Controller shall write on the material “Acc” for accepted, “Rej” for rejected and “On Hold” for deficient material, otherwise paint marking shall be applied at the edge of items inspected as follows.
 Status Sign Paint Marking
 Accepted “Acc” Green Rejected “Rej” Red On Hold “On Hold” Yellow

Page 5
                        

Doc Ref : QAP-07
 Date : 1st January 2009
 Revision No : 0
 MATERIAL CONTROL PROCEDURE
 Page 4 of 14
 If it is not allowed to paint/ write on the material, i.e. stainless steel, sticker (Appendix IV) shall be put on the inspected material.
 5.2.1.3 Mechanical, Electrical & Instrument Items Guidelines for inspection of the mechanical and electrical/ instrument items are given in Figure I & II. Items protected by the supplier shall be treated as packed and maintained its appropriate protective shipping requirements and inspected accordingly. Any item with packaging and or preservation is not to be unpacked for inspection unless such packaging / preservation can be restored to its original condition after the inspection. Stripping down of items / equipment is not allowed. When an inspection is unable to be carried out without invalidating the manufacturer warranty, it is sufficient to enter “NA” (Not Applicable) with clarification in MIR. When inspecting mechanical items, special attention shall be given to auxiliary items and accessories. Material Controller shall put the sticker (Appendix IV) on inspected materials. Quarantine Tag shall be attached on rejected items which are to be segregated to the quarantine area.
 5.2.2 Upon Completion of Inspection a) After all inspection and verification works are carried out, Material
 Controller shall then fill up the MIR (Appendix II), attach all corresponding certificates for the particular item listed and submit to QA/QC Coordinator for review.
 b) Upon confirmation of the MIR by the QA/QC Coordinator, the
 documents shall be passed to QC Material Inspector for final material inspection/ verification together with the Client.
 c) A MIR Register shall also be provided (Appendix l) which contain
 material information i.e., P.O No. MIR No. and Certificate No. for traceability purpose.
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 5.2.3 Material Inspection Deficiency Report (MIDR) a) Material Controller shall raise MIDR (Appendix III) together with
 corresponding MIR if material deficiencies have been found during inspection.
 b) Material Controller shall maintain a register of all MIDR, which
 shall contain the report number, a brief description of the deficiency, applicable drawing number, issued and closed date.
 c) Through the Material Coordinator, all MIDR shall be forwarded to
 the Procurement Department. The Procurement Manager shall then review all MIDR and decide any remedial action including consultation to Client and PMT Department whether the deficient material is acceptable or not based on the clarification of Kencana Infrastructure.
 d) Segregated items in quarantine area shall be released only when
 corresponding MIDR is cleared.
 5.3 MATERIALS ON-HOLD a) The material with following defections shall be put on hold:
 • Data in the mill certificate document are not available or doubtful. • Wall thickness/ schedule deficiency. • Physical damage. • Other issues as identified.
 b) Materials on-hold shall be segregated at a designated bay / rack until
 further inspection / verification can be carried out. The inspection / verification shall be carried out only after necessary information comes to be ready for reference in making justification of the deficient item.
 c) In case of urgent circumstance, materials on-hold in the store can be
 released when PMT produces the Release Note (Appendix V) duly signed by Project Manager to the Store personnel.
 d) To ensure effective identification and traceability of the released on-hold
 material, upon receiving the Release Note from PMT and duly agreed by Clients shall adhere to the following: • To ensure all the relevant data are correctly filled up in the Release
 Note. • To mark the Release Note number on material under release. The
 Quarantine Tag shall be remained until the MIDR is closed out. e) After confirmation of the material whether it is complying or non-
 complying with the requirement, the Material Coordinator shall close the Release Note. Material which is confirmed non-compliance with the
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 requirement shall be removed from site and returned to store’s quarantine area.
 f) Materials require remedial action shall be repaired / replaced in
 accordance with the action approved by Client. Repaired materials shall be re-inspected to close out MIDR.
 5.4 PRESERVATION/ STORAGE AND HANDLING OF ALL MATERIALS
 5.4.1 General
 The Store personnel shall be responsible for the protection / preservation of all items and equipments during the storage period. The items bearing Manufacturer’s Instruction for storage and maintenance shall be preserved/ protected accordingly. A reserve area shall be established as intended for quarantine use of all on-hold materials.
 5.4.2 Structural Steel and Piping Materials a) All structural materials shall be provided with permanent die
 stamp at yard, if manufacturer’s stamped heat / material number is not available.
 b) Pipe fittings such as flanges, elbows, etc. and Valves or other
 accessories shall be checked by the Material Controller or his representative for proper identification and make sure that corresponding control markings / heat number are visibly available in each material prior to storage.
 c) Materials particularly on lengthy period for exposed/ open yard
 storage shall be stocked as follows: • On dry level ground not subjected to flooding. • A minimum height of 6” from ground and shall placed on
 timber or steel supports. • All tubes shall be capped and stud outlets etc. shall be
 sealed with plastic inserts or wooden caps to prevent ingress of debris and water.
 • For storage of tubes in excess of 6 months in a marine environment, protective coatings shall be considered.
 • Stainless Steel Pipes such as duplex, etc. shall be separately stored outdoor using wooden pallets with lining that do not absorb moisture.
 d) Valves shall be supplied with Epoxy type coatings. In cases
 where valves are supplied with other types of coating, the coating shall be removed and repainted with an Epoxy coating primer as minimum in accordance with Client’s specification.
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 e) Materials shall be withdrawn from the Store to the worksite by means of appropriate handling equipment in order to prevent mechanical damages.
 5.4.3 Vessels, Drums and Tanks
 a) Vessels shall be properly supported on steel or wooden block
 surface. b) Material Controller or his representative shall also ensure that
 inside of vessels are dry and that all nozzles, valves and openings, etc. are tightly closed and flanged faces are protected against open environment.
 5.4.4 Compressors, Turbines, Pumps and Drivers
 a) Manufacturer’s recommendations shall be strictly adhered during
 dismantling. Preservation fluids shall be applied to rotating parts. (e.g. coupling spacer, mechanical seal, thrust bearing etc.)
 b) Manufacturer’s recommendations shall also cover requirements
 for the use of desiccants such as silica gel, humidity indicator plugs. Items that need to be lubricated with oil such as shafts or rotors require to be rotated.
 c) Protective treatment will be regularly checked and maintained
 and shall include: • Electrical power supply to cubicle heaters, heat lamps or
 similar devices which protect the items. • Plain silica gel desiccant in bags with humidity indicating
 cards.
 5.4.5 Other Mechanical Items a) Preservation and protection requirements as recommended by
 vendor shall be implemented prior to installing the equipment on the module.
 5.4.6 Electrical Equipment and Cable
 a) Electrical equipment such as motors, generators, switch gear etc.
 shall be stored under controlled conditions in a dust free and ventilated/ air-conditioned warehouse to protect the equipment from the effects of heat, dust and humidity.
 b) For longer storage period, equipment will be checked periodically
 for deterioration e.g. insulation resistance, continuity of wiring and built-in heaters if supplied, which shall be recharged and tested.
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 5.4.7 Control Panel & Instrumentation
 a) Electronic and pneumatic equipment shall be stored in a dust
 free, air-conditioned warehouse. The storage temperature / humidity limits will be determined from manufacturer’s requirements.
 b) Kencana Infrastructure shall provide dry storage facilities for
 electronic instrumentation from the time of arrival on site until the time of installation.
 c) Housings, junction boxes etc. shall have desiccant placed in them
 and sealed. d) Any instrumentation items which have been carrying process
 fluids prior to storage shall be thoroughly cleaned and dried before sealed and stored.
 e) Care shall be exercised in the handling of all panels and
 instrumentation to prevent damage to fragile components. In addition, all exposed glass components shall be protected with plywood covers.
 5.5 MATERIAL ISSUANCE
 a) Material issuance shall be made by Material Requisition (Appendix VI)
 shall be raised by the Sites Supervisor upon requesting any materials. b) Consumable and materials which dip below identified Minimum Stock
 Level (MSL) shall reordered by storeman by Material Requisition through the Procurement Department.
 5.6 TRACEABILITY FOR ISSUED MATERIALS
 5.6.1 General
 It is the responsibility of the Material Controller and QC Material Inspector to ensure that the issue and receipt of materials are properly documented. It is also their duty to ensure that copies of documents are transmitted to the responsible personnel involved in the control of materials and commencing from receipt.
 5.6.2 Structural and Piping a) For structural material, Engineering Department will develop a
 Cutting List / Plan for plates / sections to be used for fabrication. The List/ Plan contain the unique consecutive piece numbers to be allocated to plate/ section.
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 b) When the Cutting Plan is issued by PMT for construction,
 identification markings of every plate/ section shall be transferred into the Cutting Plan by the Production personnel to maintain traceability. The Cutting Plan shall be submitted to the QA/QC Department for updating of the material traceability table.
 c) It is the responsibility of the Site Supervisor to ensure that, before
 cutting, identification markings i.e. heat number, piece number are transferred properly to each piece of structural and piping materials to be cut, using low stress die stamp. A permanent marker shall be used for stainless steel such as CuNi and DSS. The same manner will be conducted for off-cut materials for easy identification and traceability for later use.
 d) The piece number and heat number will be recorded during fit-up
 inspection to the Fit-up Inspection Report. This information will be updated in Welding Inspection Summary.
 e) It is the responsibility of the Site Supervisor to ensure that all
 scrap material from work area are removed and deposited into the scrap box.
 5.6.3 Mechanical, Electrical and Instrument Items
 Material traceability in the store shall be initially identified by tag number on all equipments and can be traced back to the MIR
 5.7 STORAGE AND PROTECTION FOR IN-PROCESS PRODUCTS 5.7.1 General
 a) All completed or in-process materials shall be
 • Kept at designated area and away from dirt, grease, paint spray and other foreign matter,
 • Raised at least 6” above damp ground on flat surfaces, platform type skids, timber block or other approved supports to prevent damage from any stagnant water, and
 • Protected from corrosion and any harmful environments. b) It is the yard or site practice to use forklifts, movable cradles
 trailers, trucks, cranes or any other appropriate equipment for shifting fabricated products.
 c) Construction Manager shall take the responsibility of damage or
 permanent deformation of any fabricated products. The type of equipment for handling or lifting depends on the type, size, weight and nature of the product.
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 d) Damage to painting on equipment, whether incurred during shipping or unloading, shall be repaired in accordance with Client’s specification.
 e) Openings, flange faces, threaded connections, wires, valves
 stems, and other components subject to mechanical damage or corrosion shall be adequately protected. Such protection will consist of, but not limited to, bolted wood or plastic flange covers, sealing with waterproof tape, enclosing temporary metal housings and coating all machined and threaded surfaces with a rust preventive. This protection will be applied to all components which have been removed and boxed and those components on the skid assembly.
 5.7.2 Structural Sub-assembly / Pipe Spools
 a) PMT shall prepare the lifting or handling procedures for heavy
 lifting where types of slings, pads-eyes, weight of the structural assemblies are determined.
 b) Upon release of these assemblies by the QA/QC Coordinator, the
 Site Supervisor shall prepare the lifting permit (if required), which is to be approved by HSE Department.
 c) The shifting process of structure assemblies from their original
 position to another shall be carried out either by cranes or any appropriate equipment/ facilities.
 d) The same procedure shall be used when these structure
 assemblies are returned for further erection stages of fabrication or storage.
 e) The Site Supervisor shall ensure that care is taken in handling
 and transportation of pipe spools to the storage area in order to minimize scratches or mechanical damage to the fabricated spools.
 f) All large butt weld fittings shall be taped up. Flanged faces shall
 be protected with denso tape. g) Machines faces shall be coated with a preservative fluid and
 plugged, valve spindles greased or denso taped, all inlets to gear operated valves will be sealed with denso tape.
 h) Duplex / Stainless Steels will have protective covering after
 receipt, which will be applied on all pipe materials during the fabrication and erection phase.

Page 12
                        

Doc Ref : QAP-07
 Date : 1st January 2009
 Revision No : 0
 MATERIAL CONTROL PROCEDURE
 Page 11 of 14
 5.7.3 Skid Mounted Assemblies a) Each skid-mounted component will be securely anchored to the
 skid to prevent damage during shipment. b) All instruments and any equipment which extends beyond the
 skid edge will be removed from the skid, tagged and crated in waterproof boxes constructed from 2 inch (5 cm) timber. Instruments shall be packaged with sufficient desiccant for protection during storage and in transit. Boxes shall be securely attached to the skid for shipment. The contents of each box shall be clearly stated on the outside of the box.
 6.0 SPECIAL REQUIREMENTS
 NIL
 7.0 RECORDS All records generated from the time of material receiving and issuances during the entire period of the project construction phase are to be kept progressively by the designated party of the Kencana Infrastructure Project Team. The retention period will be at least 1 year after final acceptance of the project.
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 FIGURE I – GUIDELINE FOR INSPECTION OF MECHANICAL ITEMS
 1) Are items / equipment completed based on order and order amendments? 2) Are items / equipment free from visible damage? (if not, record damage on MIDR). 3) Are items / equipment crated and preserved as required by order and other
 amendments? 4) Are items correctly identified as per order and order amendments? 5) Are identity marking
 a) Legible? b) On secure tally plates? c) Agree with invoice/advice note?
 6) Is direction of flow / rotation clearly indicated on items / equipment? 7) Are items / equipment clean and free from oil, moisture, dirt, corrosion and foreign
 bodies? 8) Do items conform to order, specification and drawing for Major dimensions? 9) Are sub assemblies
 a) Correctly mounted? b) Secured?
 10) Are loose items correct to drawing and other order amendments? 11) Are filter units clean and free from foreign bodies and secured? 12) Do controls have full and free movement and correctly indicated? 13) Are oil levels correct? 14) Are items adequately protected for stowage? 15) Are the correct type and number of security seals fitted?
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 FIGURE II – GUIDELINE FOR INSPECTION OF E/I ITEMS 1) Are items / equipment complete based on order and order amendments? 2) Are items / equipment free from visible damage? (if not, record damage on MIDR). 3) Are items / equipment crated and preserved as required by order and other
 amendments? 4) Are identity markings legible, tally and agree with invoice / advice note? 5) Are items / equipment clean and free from oil, corrosion and foreign bodies? 6) Are sub assemblies correctly mounted and secured? 7) Do items conform to order, order amendments, specification and drawing 8) Is identification in accordance with specification? 9) Is earthing in accordance with requirements? 10) Do switches and variable controls have full and free movement and correct travel range? 11) Are brushes in good condition and lifted off commutator / slip rings? 12) Is direction of rotation permanently marked? 13) Does the shaft rotate freely? 14) Are the results of insulation test satisfactory? 15) In the case of water cooler motors, are cooling connections blanked? 16) Is cable insulation clear of sharp edges and moving parts? 17) Are cables flexible to allow freedom of moving parts? 18) Are electrical clearances according to specifications? 19) Are overloads in shipping position? 20) Are shield according to specification? 21) Are accessible connections electrically secured?
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 KENCANA INFRASTRUCTURE SDN BHD MATERIAL CONTROL PROCESS FLOW CHART
 Material Receiving
 Initial Inspection
 Issue MIR
 Review MIR
 Issue MIR with MIDR
 Joint Inspection
 Urgent Material?
 Repairable?
 Produce Release Note
 Take Remedial Action
 Store in Designated Area
 Re-Inspection
 Return to Supplier
 Close MIDR
 Comply with Requirement?
 Segregate to Quarantine Area
 Release to production
 Deficiency Cleared?
 Review MIDR
 Accept Accept
 Close MIDR
 Reject Reject Issue MR
 Yes
 No Yes
 No Release to production
 Yes
 No
 Yes
 Accept Reject
 Fill-in Fit-up Inspection Report,
 Transfer to Cutting Plan/ Drawings,
 Piping/ Str Material?
 Yes
 No
 FIGURE III – FLOW CHART OF MATERIAL CONTROL
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 PROJECT :JOB NO. :DISCIPLINE :
 DATE RECEIVED P.O.NO. CERT NO.MIR NO. DESCRIPTION
 MATERIAL INSPECTION REPORT REGISTER
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 MATERIAL INSPECTION REPORT
 SUPPLIER : Form Rev. Report No Page1 of
 DESCRIPTION : JOB NO.: PO NO.:
 No Material Quantity Heat No. Mill Cert. No. Status RemarkOrder Recd Acc / Rej
 Remarks :
 PREPARED BY CHECK BY WITNESS BY
 Sign
 Date
 Name
 Material Controller QA/QC Client Representative
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 Supplier : Shipper : Report No. :
 Pt. of Origin : Rec. Points : Date :
 Del. Carrier : Unit No. : P.O. No. :
 Truckline, Railroad, Airline) F.O.B. :
 Carrier's No : Description : Job No :
 (Frt, Bill, Waybill, B/L, Etc)
 ORDER RECD
 Remarks :
 Proposed Recommendation :
 Follow-up / Close-out Comments :
 Estimated Cost To Repair Damaged Or Replace : RM
 Exception Taken on Delivery Documents :
 Insurance Surveyor Notified on
 Copy Inspection / Survey Report Attached :
 Original Frt. Bill Attached
 Was Damaged or Loss Due to Poor Packing ? Lack of Precautionary Marks ? Other Reason ?
 Explain :
 Do not dispose of containers or packing until after inspection by claim agent
 Prepared By : Closed Out By : Verified By :Client representative
 Date : Date : Date :
 (Truck, Car, Flight or Yoyage No.)
 Material Inspection Deficiency Report
 Material Coordinator
 GIVE DETAILS OF OVER, SHORT OR DEFICIENCY ITEMSP.O. ITEM
 MATERIALQUANTITY
 DESCRIPTION OF MATERIAL DEFICIENCY
 Material Coordinator
 Yes Carrier Notified No.
 Yes
 No
 Yes No
 Photos Attached
 Delivery Document Attached
 Shipment Inspected on
 No Yes No
 Yes No
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 PROJECT :ITEM DESCRIPTION :
 REMARKS :
 ISSUED BY :SIGNATURE :DATE :
 ::::
 KENCANA INFRA SDN BHDACCEPTED MATERIAL
 PROJECT No.MIR No.INSP. DATEINSPECTED BY
 DO NOT USE
 KENCANA INFRA SDN BHDNON-CONFORMANCE TAG
 (QUARANTINE TAG)
 HOLD
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 TO : :
 FROM : PROJECT : :
 DOC. MAT'LCAN BE
 CORRECTED AT MODULE
 RELEASE NOTE FOR "ON HOLD"ITEMS
 CLOSE OUT REMARKSP.O.ITEM NO.
 DEFICIENCY
 R.N. NO
 DATE
 DESCRIPTION QTY. HEAT NO. OR S/N MIDR NO. LOCATION TO BE
 INSTALLED
 Project Manager Material Controller Client Rep.
 Name : Name : Name :
 Date : Date : Date :
 ISSUANCE
 Material Controller QA/QC Coordinator Client Rep.
 Name : Name : Name :
 Date : Date : Date :
 CLOSE OUT
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 NO :
 DATE : REQUIRED BY :
 PROJECT NO : REFER TO :
 QTY
 REMARKS :
 DELIVERER TO :
 REQUESTED BY : SIGNATURE : POSITION :
 AUTHORISED BY : SIGNATURE : POSITION :
 REMARKS :
 ITEM DESCRIPTION LOCATION DRAWING NO.
 MATERIAL REQUISITION
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