Thank you for your interest in First Time Quality. This set of Submittal Form Templates includes:
· SUBMITTAL COVER SHEET TEMPLATE
· CONTROLLED MATERIALS AND EQUIPMENT FORM TEMPLATE
· SOURCE OF SUPPLY FORM TEMPLATE
· CHANGE ORDER FORM TEMPLATE
	[Company Name]
Submittal Cover Sheet 

	Submittal ID#
	Project ID
	Project Name
	Date

	
	[Project Number]
	[Project Name]
	

	To:


	From: [Company Name]

Location:

	Type of Submittal:

· Shop drawing

· Product data

· Request for information

· Completed form or quality record

· Quality system document

· Other: 
	Description of submittal:



	List of attachments:


	Remarks:



	Submittal Prepared by:

[Company Name]

Name: 

Title:

Signature / Date: 
	Submittal Approved by [Company Name] Quality Manager:

Name: 

Title:

Signature / Date: 

	Customer Disposition:

· Approved

· Conditionally approved, resubmission not required (see comments)

· Disapproved, resubmission required

· Other:
	Customer Representative:

Name: 

Title:

Signature / Date: 

	Comments:




	[Company Name]
Project Controlled Materials and Equipment Form 

	Contract ID
	Contract Name
	Preparer
	Date
	

	[Project Number]
	[Project Name]
	[Quality Manager Name]
	
	

	Contract Section Activity ID
	Material 
	Intended Use 

(if description is necessary)
	Approval Required
	Traceability Requirements

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	[Company Name]
Source of Supply Form 

	Project ID
	Project Name
	Preparer
	Date
	
	
	

	[Project Number]
	[Project Name]
	[Quality Manager Name]
	
	
	
	

	Task
	Item #
	Description
	Supplier
	Manufacturer
	Product / Model / Item ID
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	[Company Name]
Change Order Form 

	Change Order ID#
	Project ID
	Project Name
	Preparer Signature 
and Date

	
	
	
	

	Requestor Name : ________________________

Date: _________________________________

Request Reference Document: _____________
	Contract change requested by:

· [Company Name]


· Client

· Architect/Engineer


· Construction Manager

· Code Enforcement Official


· Other:



	Change order description:


	 Reason(s)s for change order:

Supporting documentation provided:



	Time Extension Required:  Yes  No 

Number of Days*: _____

Reason:

Supporting documentation attached:


	Cost Change Required:  Yes  No

Amount* $ ___________ 

Reason:

Supporting documentation attached:



	Customer Approval:

Name/Date ___________________________

	[Company Name] Approval:

Name/Date ___________________________



Please visit our website for additional Standard Operating Procedures and their associated Submittal Forms.
http://www.firsttimequality.com/construction-quality-control-plan-standard-operating-procedures-table-of-contents/
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