GP CONSULT SA

PROJECTS DEPARTMENT - ELECTRICAL, CONTROL & INSTRUMENTATION

EC&I PROJECT DO

Doc No: GPC:

This workbook contains all EC&I Project documentation templates. Complete the Project Information section on each
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GP Consult SA QMS and ISO 9001.
’

Daily Supervisor Diary

PM Daily Diary
Attendance Register
Weekly Time & Attendance
Toolbox Talk Register
Delay Register

NCR Register

Inspection Register

Punch List

MRIR Register

Drawing Register

TQ /RFI Log

Calibration Register

Risk Register

Weekly Progress Report

EV Tracker

ITP Template

Variation / Change Register
Permit to Work Log

Incident / Near Miss Register

Material Issue Register

Loop Check Register

IR Test Register

Subcontractor Register

Template Name

Record daily construction activities,
production, delays & safety

Project Manager daily log —
decisions, instructions, site events
Daily muster — workforce attendance,
late arrivals, absentees

Weekly payroll T&A sheet — hours
worked, OT, DFL

Safety toolbox talk attendance, topic &
facilitator record

Log of all delays and disruptions —
mandatory same-day recording
Non-Conformance Reports —
identification, disposition, close-out
Construction inspection log — hold
points, witness points, sign-offs
Outstanding works / defects —
Category A & B items

Material Receipt & Inspection — gate
check of all deliveries

AFC drawing control — revisions,
superseded copies, status
Technical Queries & Requests for
Information tracking

Test equipment calibration — valid
dates, re-cal schedule

Project risk log — likelihood, impact,
mitigation actions

Weekly summary — production, EV
metrics, issues, look-ahead

Earned Value — SPI, CPI, %
complete by activity

Inspection & Test Plan —
hold/witness points per discipline
VO and change order log —
instructions, quantum, status

Daily PTW issue, closure, and archive
record

Safety incident log — investigation,
corrective actions

Materials issued from site store — by
gang / area

Instrument loop test results —
4/12/20mA, alarm verification

Insulation resistance and continuity
test results

Subcontractor details, scopes,
insurance, and performance



UMENTATION TEMPLATES

ECI-TMPL-001 | Rev: 01 | ISO 9001 Compliant

sheet before use. All templates comply with

Daily

Daily

Daily

Weekly (Mon—Sat)
Daily (pre-shift)

Daily / As Occurs

As Occurs

As Inspections Occur

Progressive

On Material Delivery

Ongoing

As Occurs
Monthly Review
Weekly Review
Weekly (Friday)
Weekly

Project Setup
As Occurs
Daily

As Occurs
Daily

During
Commissioning

During Testing

Project Duration

Construction
Supervisors

Site Project Manager
Site HR Officer

Site HR Officer

Construction
Supervisors

Site Planner
QC Officer
QC Officer

EC&l Site Manager

QC Officer

Document Controller
Document Controller
QC Officer

Site Project Manager
Site Planner

Site Planner

QC Officer

Quantity Surveyor
EC&l Site Manager
Site HSE Officer

EC&l Site Manager

Projects Engineer

QC Officer

QC/PM



GP CONSULT SA DAILY SUPERVISOR DIARY]

c No -DD-001 | Rev: 01 | Compliant

[T (Project Name] [ Project No: ZO0] | oate|RRYY42447]
o vame [0 [ oo [ T o
e ocesorn [T I - e [T

SECTION A — GANG COMPOSITION

NEREEREE NEEEREEE
a|8|w|R|R|o

SECTION B — ACTIVITIES PERFORMED (with quantities installed)

QC
ess

Planned production today: Variance reason (if behind):

SECTION C — SAFETY

. s o]

[vesmo]

PTW Numbers Acti
Unsafe acts observed:

SECTION D — MATERIALS USED

[ # |

ii

Supervisor Signature EC& Site Manager QC Officer

Signature: Signature: Signature:

Date: Date: Date:



GP CONSULT SA PROJECT MANAGER DAILY DIARY|

Doc No: GPC-PMD-001 | Rev: 01 | ISO 9001 Compliant]

I ot e o IR [ ouy o
[ e [

j Noj IR (A M/PM Conditions]
SECTION A — SAFETY OBSERVATIONS & HSE EVENTS

Record any safety observations, incidents, near misses, PTW issues, unsafe conditions. Note corrective actions taken.

SECTION B — SITE INSTRUCTIONS ISSUED

Record all verbal and written i given to , supervisors, or client reps. Include reference number.

SECTION C — CLIENT / EPCM INTERACTIONS

Log all meetings, conversations, emails, or site visits from client, EPCM, or third parties. Include names and outcomes.

SECTION D — PROGRESS SUMMARY
Brief summary of production achieved today vs planned. Key milestones hit or missed. Actions taken.

SECTION E — DELAYS & DISRUPTIONS
Detail any delays that occurred today — cause, duration, responsible party, documents raised (delay notice ref).

SECTION F — COMMERCIAL EVENTS
\Any out-of-scope instructions, VO requests, cost events, or payment discussions. Critical for EOT/disruption claims.

SECTION G — RESOURCES ON SITE
Record headcount and key equipment deployed. Note any shortfalls vs plan.

SECTION H — ISSUES, RISKS & DECISIONS
Log any issues raised, risk updates, or key decisions made. Link to Risk Register.

SECTION | — ACTIONS FOR TOMORROW
List planned activities and any carry-forward actions. Include responsible person.

Project Manager nt Representative EC& Site Manager

Signature: Signature: Signature:
Date: Date: Date:



DAILY ATTENDANCE REGISTER

Doc No: GPC-ATT-001 | R 1118 001 Compliant|

it ane. (G TR T o R T - 151
[ ocoion T [ o [ IR oo

TTENDANCE ROST!

QI VNRSH Present:  Absent:  Dnleave:  Late:  Authorised:
HR Officer EC&I Site Manager Site Project Manager

Signature: Signature: Signature:
Date: Date Date:



WEEKLY TIME & ATTENDANCE SHEET

Doc No: GPC-TA-001 | Rev: 01 | ISO 9001 Compliant|

oiect ame: RTEIa] [ Week Ending [CRITVEaRR [ ook o [
[Name] [Name] Leanne Woods (Enl HR) + Paula,

MANDATORY: Submit this sheet to Leanne Wo (Enl HR) AND Paula/Gerh r every week. OT must be p!

1o Corim o R e e v s o s

0

BIEEEEEEEEEEEEEEEEEEEEEEZIEEZIEIEZIEZIEZIEZIEEEEEE
EIEEEEEEEEEEEEEEEEEEEEEEIEZEZIZEZIEZIEZIEZEEEEE

TOTALS 0 0 0 0 0 0 0 0 0 0 0 0

HR Officer PM (confirms OT) Leanne Woods (Enl HR) Paula / Gerhard Jnr

Signature: Signature: Signature: Signature:

Date: Date: Date: Date:



GP CONSULT SA TOOLBOX TALK REGISTER

Doc No: GPC-TBT-001 | Rev: 01 | ISO 9001 Compliant|

et e [T o R e
foot pame

\WId [Name] IS YRR [Name] Location: [SICRACE]]

[ oo RO I
ION A — TOOLBOX K CONTENT SUMMARY

attended this TBT and understood the content)

SECTION C — ACKNOWLEDGEMENT & ISSUES RAISED

Facilitator / Supervisor EC&l Site Manager HSE Officer

Signature: Signature: Signature:

Date: Date: Date:



GP CONSULT SA

DELAY & DISRUPTION REGISTER|

Doc No: 001 | Rev: 01 | ISC 1 Compliant|

[ prjct name, ) T Pt o [T e epare o [
[ o ovenee [EIORRS I RaTES /10 ump Su] [ o

Date
Delay Date

MANDATORY: All delays must be documented on the day they occur. This register feeds all EOT and disruption claims. Incomplete ies will not be accepte

q Delay
Duration Activities itig: n Notice EOT Claim Status Remarks
(Hours) Impacted Action Ref Ref




NON-CONFORMANCE REPORT (NCR) REGISTER

Doc No: GPC-NCR-001 | Rev: 01 | ISO 9001 Compliant|

e e ane [ EEYRS - e oteor (Y
[DD/MM/YYYY] T (contract Ref] L s 9001 Clause 8.7

NCR Date Raised Description of Non- Corrective Responsible Target Actual
Action Required Close Date|Close Date

Minor)



GP CONSULT SA CONSTRUCTION INSPECTION REGISTER

Doc No: GPC-IR-001 | Rev: 01 | ISO 9001 Compliant

[Project Name] j QC officer: [ Ey=]

[DD/MM/YYYY] |[Electrical/Instruments]

nspecti



GP CONSULT SA PUNCH LIST — OUTSTANDING WORKS REGISTER|

oc No: GPC-PL-0 v: 01 | 1SO 9001 Compliant

[ Projct ame GV TS st ounciry] [ compieasy]
IS oo v [ oo BT [ o o R

CATEGORY A = Safef al or prevents system handover. Must be closed before energisation/handover. CATEGORY B = Non-safety items agreed timefram:

Category Location Raised Date | Assigned | Target | Actual | Verification | Verification|  Client
m (AIB) | Tag No e R LA P L By Raised To Date | Close Date [ Date | Acceptance

EITEGE Cat A Open: Cat A Closed: Cat B Open: Cat B Closed: Total Items: 9% Complete:
Signature: Signature: Signature: Signature:

Date: Date: Date: Date:



GP CONSULT SA MATERIAL RECEIPT & INSPECTION REGISTER (MRIR)

Doc No 001 | R

[ et e [ I - o o T oc ocer
I 014 Y] [ ociver e o [T

APPROVED matel Tag '"APPROVED FOR INSTALLATION'. REJECTED matei

MEIR Material Description

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
=



DRAWING & DOCUMENT REGISTER|

>oc No SO 9001 Compliant}

[ proctname [P
[N g [DD/MM/Y Y YY]

proio] e o convoter [
}(Aconex/BiM360/SharePoint] I (Number Format]

ns on active work fronts,




GP CONSULT SA TECHNICAL QUERY (TQ) / RFI LOG

Doc No: GPC 1| Rev:01 | IS 01 Compliant

[ prtetname [ [ oot (O

[DD/MM/YYYY] I A conex/BIM360]

be escalated to P ent response time tracked for EOT entitlement

Expected Date Days Response
Subject | Query Description Response l;eesc;;ones: Open Summary



GP CONSULT SA TEST EQUIPMENT CALIBRATION REGISTER

Doc No: GPC-CAL-001 | Rev: 01 | I1SO 9001 Compliant

[ Projet ame UV [ Revew oot [OYNITRY

LGERANGH [Proj No] NBRGEVERW DD/MM/YYYY] (EULIGHTLNELH Name]

CRITICAL: Equipment with expired calibration must be REMOVED FROM SERVICE immediately. Tag 'OUT OF SERVICE — CALIBRATION EXPIRED'. All test results are invalid if equipment was out of cal

R R - R AU
Ref Description Model Number Tag (Last) Date Certificate No Technician on Site Interval

5kV Insulation Resistance Teste MV/LV IR Testing 12 months

1kV Insulation Resistance Teste LV & I/C IR Testing 12 months

HART Communicator / Loop Ca Loop Checks 4-20mA |12 months

Earth Resistance Tester Earth Bonding Checks 12 months
Digital Multimeter Continuity / Voltage 12 months

Phase Rotation Meter Phase Rotation Tests 12 months
Clamp Meter Current Measurement |12 months
Low Resistance Ohmmeter LOR / Continuity 12 months
Pressure Calibrator Pressure Instrument Loo 12 months
Temperature Calibrator Thermocouple Loops |12 months



GP CONSULT SA PROJECT RISK REGISTER|

Doc No: GPC-RISK-001 | Rev: 01 | ISO 9001 Compliant|

[ project name, [T I o o P ame [V

Ll [DD/MM/YYYY] Last Reviewed: |33 0 A4 4 7l Ty Weekly

Date q - Likelihood | Impact

Risk
Ref

Residual
Rating



GP CONSULT SA WEEKLY PROGRESS REPORT

PROJ T CA Doc No: GPC-WPR-001 | Rev: 01 | | 01 Compliant

[ repon o R [ e cnang [ERTTRRY

Project No: [[=(Jl\G]} rking Days This Week:[EJ]

[Name]

[ijec! Name]

SECTION 1 — EARNED VALUE SUMMARY

Budget at completion x Schedule % complete
Budget at completion x Actual % complete
Actual cost incurred to date

Positive = Ahead, Negative = Behind

UV WV VD

Positive = Under budget, Negative = Over

>0.90 OK. <0.90 — 48hr Recovery Plan. < 0.80 — Escalate to Manager Projects
>0.90 OK. <0.90  Cost Review. < 0.80 - Escalate
Based on approved quantities

SECTION 2 — PRODUCTION SUMMARY (THIS WEEK)

ty

aty oy

Activity Cumulativ| = Qty. e Status Remarks
)

Cable Ladder Installation (m)
Cable Pulling (m)

Cable Tagging (tags)

Cable Terminations (ends)

Y

Instrument Installation (instru
Earthing & Bonding (m)

IR Testing (cables)

Loop Checks (loops)

Punch List Close-out (items)
Other | Misc

SECTION 3 — HEADCOUNT & RESOURCES

nned Actual eak

Resource Tyj

T S
Peak

Management & Supervision

Cable Ladder Crew

Cable Pulling Crew

Terminations Crew

Instruments Crew

Earth / Bonding Crew

Testing / Commissioning

General Labour

ToTAL ' ' ' ' ' |
SECTION 4 — KEY ISSUES, RISKS & DELAYS

SECTION 6 — 3-WEEK LOOK-AHEAD

Site Planner PM | EC&I Site Manager Client Representative Manager Projects

Signature: Signature: Signature: Signature:

Date: Date: Date: Date:



GP CONSULT SA EARNED VALUE TRACKER — WEEKLY]

Doc No: GPC-EV-001 | Rev: 01 | ISO 9001 Compliant|

T Proect e, (ST
dget at Completi R [Total Budget]

[BLollio] [ planner U]

4/DD/MM/YYYY] [ZEURELRSTIEE [DD/MM/YYYY]

48hr Recovery Plan required. < Escalate to Manager - Projects immediately. CPl TRIGGER: < 0.90 - Cost Revie 0.80 - 48hr Escalation Pl

Week Planned Actual SPI CPI EAC VAC CPI Headcou Delays
End % (SP) % (AP) (Budget*SP) (Budget*AP) (Actual Cost) (EV PV) (EV Ac) (EVIPV) | (EVIAC) | (AC+ETC) | (BAC-EAC) Status This Wk

NCRs
Open




GP CONSULT SA INSPECTION & TEST PLAN (ITP)

Doc No: GPC-ITP-001 | Rev: 01 | ISO 9001 Compliant

™ Projectame. [ S FETTARE ™ iy | Dicipine | RCTTATAEN P e ]
Prepared By (QC): [(NEIiE] Approved By (PM): [INEIZE))] ‘[Signature]

H = Hold Point (work STOPS — client MUST sign before proceeding) | W = Witness Point (client invited — 24hr notice — work may proceed) | R = Review Point (submit docs for review) | | = In-Process

Inspection (GP QC only)

Activity Inspection Ref Document Inspection GP QC Client EPCM Accept Record
| Step Criteria | Specification | Drawing Type Inspector Inspector | Inspector Criteria Ref
PRE-CONSTRUCTION

1.1 Review AFC Drawing iss R QC/DC IR-TMPL
1.2 Material delivery — MRIF H QC Officer Client QC MRIR-TMPL
1.3 Calibration certs for inst R QC Officer CAL-TMPL
2.1 Cable ladder — support W Supervisor Client IR-LADDER
2.2 Ladder earthing continuit H QC Officer Client QC IR-EARTH
2.3 Ladder bend radii and cag | Supervisor IR-LADDER
3.1 Cable route per AFC dral W QC Officer Client IR-CABLE
3.2 Cable pulling — bend rat | Supervisor IR-CABLE
3.3 Cable tagging — both en | QC Officer IR-CABLE
3.4 Insulation resistance test H QC Officer Client QC IR-TEST
4.1 Termination verification H QC Officer Client QC IR-TERM
4.2 Ferrules, labels, wire col | Supervisor IR-TERM
5.1 Instrument tag verificatio H QC Officer Client QC IR-INST
5.2 Loop test — 4/12/20mA H QC / Proj Eng Client LOOP-TEST
5.3 Alarm setpoint verificatio H QC / Proj Eng |Client EPCM LOOP-TEST
6.1 Earth resistance measur H QC Officer Client QC IR-EARTH
7.1 Pre-energisation checklig H QC + PM + PrcClient EPCM PRE-COMM
7.2 Motor jog test — directio H Proj Engineer |Client COMM
7.3 Final handover dossier r H QC Officer Client QC EPCM DOSSIER
[ QcoffcerPropaed) | Plgprowed | ClonQClwpowed | ECMGproved |

Signature: Signature: Signature: Signature:

Date: Date: Date: Date:



GP CONSULT SA VARIATION ORDER & CHANGE REGISTER

Doc No: GPC-VO-001 | R 01 | ISO 9001 Compliant

Project Name] act Type:| [NEC/FIDIC/Lump Sum] [Name]
T I - I TS v

verbal instruction for out-of-scope work mu:

ns: h to S
\'[e] Date Instructed Instruct Scope Programme Cost GP Claim cl Agreed PCN EOT
YO Peseripton Impact (Days)) Impact (R) ®) Assessment (R)] Amount (R) Ref Ref St




GP CONSULT SA PERMIT TO WORK (PTW) DAILY LOG

Doc No: GPC-PTW-001 | Rev: 01 | ISO 9001 Compliant

T et ame [ I 01 Y] pro ssung Autort TR
I TVESS s ) IS o o I - /o

ALL PTW originals must be filed same day after closure. Closed PTW copies retained by Site Manager. Lost or unclosed PTWs = immediate HSE non-conformance.

PTW PTW Applicant Work Location Date Time Date Time Issued Date Time Closed R
Ref Type Name Description | Tag Issued Issued | Expires |Expires By Closed | Closed 3%



GP CONSULT SA INCIDENT & NEAR MISS REGISTER

Doc No: GPC-INC-001 | Rev: 01 | ISO 9001 Compliant

o oot ame [ [ et o [T e oer (T
[ o[0T I -1 RS v o P 25 por OHS Act

FATALITY / LTI: Stop all work. Secure scene. Notify PM immediately. Comply with OHS Act Section 24 reporting to DoEL. Do not disturb scene witl

Location fclicent Severit Alfecice Description of Incident mediatg oot Eonective Responsible Target
Type Y Person P Action Taken Cause Action P Date




MATERIAL ISSUE REGISTER

GP CONSULT SA

IAT-001 0 01 e

[ o e (SRR
[ poiecno R

Materials may only be issued against appre

Issue
m Material Description




GP CONSULT SA INSTRUMENT LOOP CHECK REGISTER

Doc No: GPC-LOOP-001 | Rev: 01 | IS 01 Compliant

[Project ame] [ systom Aren YR T e
.. [y [ oo [0 IR .0 v )

op test toleranct 1mA at all test point: IART calibrator required. Test 0%

op Instrume P&ID Instrum 42‘3 0% Pass lszlzn/oA 50% Pass zlg,?]//: %,oal;? OLO LO HI HIHI Alarms Looj GPQC Client
?
Ref Tag No Ref ype Descri n Actual I Actual Actual Fai Alarm Alarm Alarm Alarm OK Result nature Signature




GP CONSULT SA INSULATION RESISTANCE & CONTINUITY TEST REGISTER

c No: GPC-IR2-001 | Rev: 0 01 Compliant

Project Name] [ et syse [T [ ocorcer R
[ . [ ISR, so0,oc /160 5c [ oo

KVDC. Al test equipment in calibrat

i
‘erm | Post-Term | _Resul Qc ient
Test Test Pass/Fail | Signature Signature
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