TFS Policies and Procedures

010 - Management

020 - Financial

| 030 - Human Resources

040 - Estimating

050 - Purchasing

060 - Project Operations

070 - Safety

080 - QA/QC

090 - Marketing

100 - Shop Assets

110 - Detailing

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Procedures

01 - Annual Revenue Projections
02 - Corporate Budgets

03 - Staff Performance Reviews
04 - Employment Offer Packages

02 - Forms

Budget Program
01 - 001xxx
01 - 002xxx
01 - 003xxx

Support Forms
01 - 001xxx
01 - 002xxx
01 - 003xxx

03 - File Storage

01 - Annual Revenue Projections
02 - Corporate Budgets

03 - Staff Performance Reviews
04 - Employment Offer Packages
05 - Board Meeting Minutes

Confidential

01 - Employee Offer

02 - New Employee

03 - PTO Request

04 - Employee Procedure
05 - Employee Review
06 - Rate Change

07 - Daily Sign In

08 - Attendance

09 - Training

10 - Termination

11 - Expenses*

12 - Check Request™

13 - Petty Cash*

14 - Travel Request

15 - Vehicle Maintenance

01 - Estimating
02 - T&M Proposals
03 - Project Bonding

01 - Electronic Purchasing
02 - Manual Purchasing

04 - Bid Log

02 - Forms

02 - Forms

02 - Forms

Estimating Programs
04 - 001xxx
04 - 002xxx
04 - 003xxx

Support Forms
04 - 001xxx
04 - 002xxx

Purchasing Program
05 - 001xxx
05 - 002xxx
05 - 003xxx

Support Forms
05 - 001xxx
05 - 002xxx
05 - 003xxx

01 - Project Kickoff
02 - Job Setup

03 - Contracts

04 - Permit/Insurance
05 - Job Cost

06 - Billing

07 - Lien Waiver

08 - Change Order
09 - Project Progress
10 - Warranty

11 - Project Closeout

02 - Forms

04 - 003xxx

03 - File Storage

Support Forms
03 - 001xxx
03 - 002xxx
03 - 003xxx

03 - File Storage

03 - File Storage

Corporate
01 - Employee Handbook
02 - Job Responsibilities
03 - TFS Resumes
04 - Employee Files

Region 1-9
01 - Sign In Sheets
02 - Attendance Log

01 - Estimates
01 - Estimate Folder Template
(to be expanded)

02 - T&M Proposal Letters

03 - Labor & Material Rates

04 - Union Information

05 - Project Bonds

06 - Invitation to Bid Responses

07 - Bid Log

Corporate

01 - Overhead Purchasing Archive

02 - Corporate Vendor List

03 - Corporate Subcontractor List
04 - Corporate Credit Information

Region 1-9
01 - Project Purchasing Archive
02 - Local Vendor List
03 - Local Subcontractor List

Change Order Estimate Program
06 - 001xxx
06 - 002xxx
06 - 003xxx

Support Forms
06 - 001xxx
06 - 002xxx
06 - 003xxx

01 - Confined Space

02 - Grounding / Power
03 - EMO Management
04 - Energize Electrical Work
05 - Inspection

06 - Fall Protection

07 - Site Safety Inventory
08 - Incident Report

09 - Jobsite Safety Setup
10 - Lock Out / Tag Out
11 - MSDS

12 - Actuated Equipment
13 - Safety Training

14 - Safety Violation

15 - Property Loss

16 - Vehicle Accidents

02 - Forms

Support Forms
07 - 001xxx
07 - 002xxx
07 - 003xxx

03 - File Storage

03 - File Storage

Region 1-9
01 - Project File Folder Template
(to be expanded)

01 - Safety Manual

02 - Safety Manual (Bid Copy)
03 - New Hire Safety Training

04 - Employee Safety Orientation
05 - Employee Safety Handbook
06 - Fleet Manual

07 - TFS Safety EMR Record

UHP Procedures
01 - UHP Specifications
02 - Site Specific Template
03 - Construction Protocol
04 - Cleanroom Protocol
05 - Material Receiving
06 - Material Inspection
07 - Material Storage
08 - Material Weldability
09 - System Demolition

10 - Orbital Welding Certification

11 - IR Welding Certification
12 - PVC Bonding

13 - Welding Documentation
14 - Gas Piping Installation
15 - Gas Piping Certification
16 - DIW Piping Installation
17 - DIW Piping Certification
18 - Valve Stick Installation

HVAC Procedures
01 - General Procedure
02 - Detail Procedure
03 - Material Inspection
04 - Material Discrepancies

05 - Examination Documentation

06 - Pipe Assembly
07 - Weld Inspection
08 - Welder QP Index
09 - Welder QP Report
10 - PQR FCAW

11 - PQR GTAW

12 - PQR GMAW

13 - PQR SMAW

14 - WPS FCAW

15 - WPS GTAW

16 - WPS GMAW

17 - WPS SMAW

18 - PQR-WPS Index

01 - Client Contact
02 - Prequalification

02 - Forms

Support Forms
09 - 001xxx
09 - 002xxx
09 - 003xxx

01 - Equipment Management
02 - Material Management

03 - Consumable Management
04 - Shop Management

05 - Fabrication Request

06 - Shipping and Receiving

01 - Drafting
02 - Archiving

02 - Forms

02 - Forms

03 - File Storage

02 - Forms

UHP Forms
08 - 001xxx
08 - 002xxx
08 - 003xxx

HVAC Forms
08 - 001xxx
08 - 002xxx
08 - 003xxx

03 - File Storage

Corporate
01 - Reference Library

Region 1-9
01 - Welder Certifications
02 - System Certification
03 - System Turnover

01 - Presentations

02 - Brochures

03 - Media

04 - Client Contact List
05 - Prequalifications
06 - Marketing Letters

Support Forms
10 - 001xxx
10 - 002xxx
10 - 003xxx

Support Forms
11 - 001xxx
11 - 002xxx
11 - 003xxx

03 - File Storage

03 - File Storage

Corporate
01 - TFS Rental Rates

Region 1-9
01 - Tool Transfers
02 - Equipment Inventory

Corporate
01 - Reference Library
02 - Typical Archive

Region 1-9
01 - Drawing Archive




