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0 INTRODUCTION 

The International Standard ISO9001:2000 promotes the adoption of a process-based approach when 
developing, implementing and improving the effectiveness of the quality management system, to enhance 
customer satisfaction by meeting customer requirements. 
 
To function effectively the Fugro Global Environmental & Ocean Sciences Group has identified and 
manages numerous linked activities.  An activity using resources, and managed in order to enable the 
transformation of inputs into outputs, is considered a process.  Often the output from one process directly 
forms the input into the next. 
 
The application of a system of processes within the organisation, together with the identification and 
interactions of these processes, and their management, are referred to as the “process approach”. 
 
An advantage of the process approach is the ongoing control that it provides over the linkage between 
the individual processes within the system of processes, as well as over their combination and interaction. 
 
When used within the quality management system, such an approach emphasises the importance of: 
• understanding and meeting requirements 
• the need to consider processes in terms of added value 
• obtaining results of process performance and effectiveness 
• continual improvement of processes based on objective measurement. 
 
The methodology known as “Plan-Do-Check-Act” can be applied to all processes and can be briefly 
described as follows: 
 

Plan: Establish the objectives and processes necessary to deliver results in accordance with 
customer requirements and the organisation’s policies 

Do: Implement the processes 

Check: Monitor and measure processes and service against policies, objectives and requirements 
for the service and report the results 

Act: Take actions to continually improve process performance. 
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1 ACTIVITIES, SCOPE AND PERMISSIBLE EXCLUSIONS 

Fugro Global Environmental & Ocean Sciences Group (Fugro GEOS) is an international business 
with offices in Wallingford and Glasgow (UK), Houston (USA) and Singapore.  Further, the Fugro GEOS 
Group encompasses the interests of several other companies and as such, the Fugro GEOS Quality 
Management System, described in this Quality Management System Manual, guides these companies.  
These companies include Fugro Oceanor (based at Trondheim and Sandnes in Norway), Ocean 
Numerics Ltd (registered in the UK) GEOS Sdn Bhd (based at Kuala Lumpur, Malaysia) and the Seacast 
Division of Fugro Survey Middle East (based in Abu Dhabi, UAE).   All these companies abide by a 
Quality Management System, which is compliant with ISO9001:2000. (Including compliance with EN 
1380:2000 and Dir.94/9/EC for Sandnes Norway only). 
 
Whilst the Fugro Oceanor Office based in Sandnes is governed by the Fugro GEOS Quality Management 
System documentation, the Fugro Oceanor Office based in Trondheim, where the Seawatch and River / 
Soilwatch Divisions are located, is governed by its own Quality Management System documentation, 
except where the Fugro GEOS Quality Management System takes precedence.  The diagram on the 
following page explains the Fugro GEOS Group relationships and the organisation’s placement within the 
Fugro Group of companies.  Detailed organisation charts are available via the Fugro GEOS Intranet. 
 
Fugro GEOS operates on a worldwide basis and through the Fugro Group is represented by more than 
250 further offices in more than 50 countries.  Fugro GEOS is a specialist systems and services business 
with over 30-year’s experience in the provision of meteorological and oceanographic (metocean) 
services.  The success and reputation of the organisation may be measured by the high standing of its 
customers.  A policy of continuous self-appraisal and attention to detail has ensured the expansion of its 
customer base. 
 
Fugro GEOS has implemented a quality management system, whose scope may be described as 
 
• The design, development and use and/or sale of software and/or systems for the measurement, 

assessment and consultancy related to meteorology, oceanography and structural performance and 
integrity 

• The design, development and sale of environmental monitoring and surveillance equipment, including 
that which may be used within potentially hazardous areas and which is so approved according to the 
prevailing regulations 

 
in order to demonstrate its ability to provide a consistent service that meets customer and applicable 
statutory and regulatory requirements.  This enables the organisation to address and achieve customer 
satisfaction through the effective application of the system, including processes for continual improvement 
and the prevention of nonconformity. 
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There are no exclusions related to compliance with Clause 7 of ISO9001:2000 in this Quality 
Management System, although some locations governed by this Quality Management System may have 
local exclusions. 
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2 NORMATIVE REFERENCES 

This quality manual defines the policies and principles applied against each of the requirements of 
ISO9001: 2000 and relates to all activities carried out in the organisation that determine quality, and lays 
down guidelines within which the organisation can operate. 
 
Each section of the manual is related to an identified section of ISO9001:2000. 
 
Required processes and procedures are also contained in or referred to in this manual.  
 
Distribution 
The Management Representative is responsible for the controlled distribution of numbered copies of this 
manual, including its subordinate manuals, and changes thereto, which shall be authorised by a 
Management Board Member.  Personnel who are nominated manual holders are indicated in the 
controlled distribution list. 
 
No part of this quality manual or associated documents may be reproduced in any form for distribution 
outside of Fugro GEOS without the express permission of a Director.  The local QA Representative must 
approve external requests for copies, which shall be considered ‘Uncontrolled’.   
 
See Quality Manual Level 2 (QML2), Section 1 for details. 
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3 TERMS AND DEFINITIONS 

The following terms and definitions are provided to assure a uniform understanding of selected terms as 
they are used in the this Quality Management System Manual. 
 
ORGANISATION   means Fugro Global Environmental & Ocean Sciences Group and 

affiliated companies, as described in Section 1 
 

SUPPLIER   means the third party organisation or individual in receipt of an order 
for the purchase of services or products, including sub-contractors 
 

CUSTOMER  means a firm or person having a contractual agreement with the 
organisation, governing the supply of services or products from the 
organisation 
 

SERVICE or PRODUCT  means the result of a process, which is the combination of one or more 
of the following generic categories: 
• hardware (e.g. a scientific instrument / CCTV camera etc.) 
• software (e.g. a computer program) 
• services (e.g. a scientific consultancy) 
• processed materials (e.g. a quality controlled data set) 
 

SMART  An acronym used when defining objectives: 
 S Specific.  State a precise, observable action / behaviour / achievement 

linked to rate / number / frequency 
 M Measurable.  A system, method or procedure must exist, which allows 

for tracking / recording of the stated objective 
 A Achievable.  The stated objective must be able to be accomplished 

with a reasonable amount of effort and application 
 R Relevant.  The stated objective must be germane both to the 

organisation and the individual’s contribution to the organisation 
 T Time-based.  The stated objective must have a start and / or end time 

associated with it. 
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4 QUALITY MANAGEMENT SYSTEM 

4.1 General Requirements 

The organisation has established, documented and implemented a quality management system which 
shall be maintained and continually improved in accordance with the requirements of the International 
Standard, ISO9001:2000. To implement the quality management system, the organisation has: 
• identified the processes needed for the quality management system and their application throughout 

the organisation 
• determined the sequence and interaction of these processes.  See Process Chart 1.0 
• determined criteria and methods required to ensure the effective operation and control of these 

processes 
• ensured the availability of information necessary to support the operation and monitoring of these 

processes 
• put procedures in place to manage, monitor, measure, and analyse these processes 
• implemented action necessary to achieve planned results and continual improvement 
• ensured that any outsourced processes are identified and controlled. Control of such outsourced 

processes is identified within the quality management system (for example, CCTV Production). 
 
4.2 Documentation Requirements 

4.2.1 General 

The quality management system, based on the requirements of ISO9001:2000 & EN 13980:2002 
(Dir.94/9/EC), describes how the organisation’s activities are conducted to ensure that customer’s quality 
requirements are recognised and that consistent and uniform control of these requirements are 
adequately maintained.  This manual describes how effective control is established by the use of formal 
written procedures, and also as required by contract. 
 
The quality management system documentation includes: 
• documented procedures and records required by the International Standard including a quality 

manual, quality policy (See Section 5.3 of this Quality Manual) and quality objectives 
• documents required by the organisation to ensure the effective planning, operation and control of its 

processes in the form of written or visual reference standards of acceptability and verification 
methods at various stages of the process which may arise from: 
• contractual requirements from the customer or other interested parties 
• acceptance of international, national, regional and industry sector standards 
• relevant standards, statutory and regulatory requirements 
• decisions by the organisation. 
 

4.2.2 Quality Manual 

This quality manual has been established to define the scope of the quality management system, 
including details of, and justification for any exclusions, with documented procedures describing the 
sequence and interaction of the processes included in the quality management system. 
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Management has defined the documentation needed to support the needs of the organisation and the 
quality management system.  The defined documentation provides for implementation, maintenance and 
improvement of the system and includes: 
• policy documentation 
• documentation for the control of processes 
• work instructions where required for defined tasks 
• standard formats for collection and reporting of data 
• quality records. 
 
The defined documentation is contained in or referred to in this manual.  See also, QML2, Section 1.1. 
 
The primary purpose of quality documentation is to express the quality policy and to describe the quality 
management system. This documentation serves as a basis for the implementation, effective operation 
and maintenance of the system. 
 
The content of the quality manual is under the control of the Management Representative, with approval 
and authorisation for release under the control of Top Management. 
 

4.2.3 Control of Documents 

See Procedure 1 
 
Sufficient records are maintained to demonstrate conformance to requirements and verify effective 
operation and provide knowledge for maintenance and improvement of the quality management system. 
 

Documentation control has been defined and implemented to ensure that correct documents are used.  
See also QML2 Section 1.2.  All obsolete documents are promptly removed from all points of issue, 
therefore prevented from unintended use.  Documents to be retained, and records of quality performance, 
are controlled, maintained and protected.  Equipment documents and manufacturer’s documents are 
controlled.  
 
Controls are imposed to ensure that the latest copies of all documentation relevant to the accomplishment 
of work are available at the time and place of work to ensure effective functioning of the organisation’s 
quality management system.  Quality records are analysed to provide inputs for corrective and preventive 
action, improvements to process control and improvements to the quality management system. 
 
Documents defined as quality records are controlled.  A documented procedure has been established to: 
• approve documents for adequacy prior to use 
• review, update as necessary and re-approve documents 
• identify the current revision status of documents 
• ensure that relevant versions of applicable documents are available at point of use 
• ensure that documents remain legible, readily identifiable and retrievable 
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• ensure that documents of external origin are identified and their distribution controlled 
• prevent the unintended use of obsolete documents, and to apply suitable identification to them if they 

are retained for any purpose. 
 
4.2.4 Control of Records 

See Procedure 1 
 
Records required for the quality management system are controlled and maintained to provide evidence 
of conformance to requirements and of effective operation of the quality management system.  See QML2 
Section 3 and QML2 Section 9. 
 
Records shall remain legible, readily identifiable and retrievable.  A documented procedure has been 
established to define the controls needed for identification, storage, protection, retrieval, retention time 
and disposition of records.  Documentation and records may be in any form or type of medium suitable for 
the needs of the organisation.  Additionally, all information held on computer is secured by means of 
password protection. 
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5 MANAGEMENT RESPONSIBILITY 

5.1 Management Commitment 

The Managing Director and Top Management have provided evidence of their commitment to the 
development and improvement of the quality management system by: 
• communicating to the staff the importance of meeting customer as well as statutory and regulatory 

requirements.  See Section 5.5.3 
• establishing the quality policy.  See Section 5.3 and quality objectives 
• conducting management reviews.  See Section 5.6 
• ensuring the availability of necessary resources.  See Section 6.2 
 
5.2  Customer Focus 

The Managing Director and Top Management have ensured that customer needs and expectations are 
determined, converted into requirements and fulfilled with the aim of achieving customer satisfaction.  
Obligations related to service including statutory and regulatory requirements are considered when 
determining these needs and expectations. 
 
Also refer to Section 7.2.1 and Section 8.2.1 
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5.3  Quality Policy 

It is the policy of Fugro Global Environmental & Ocean Sciences (Fugro GEOS) to provide a range of 
services and products, which meet the requirements of its customers and relevant quality standard 
parameters, and that the services and products are supplied on schedule at an agreed price.  All work is 
carried out in accordance with the highest professional standards, aiming for continual improvement and 
customer satisfaction through the involvement and participation of all levels of management, staff and 
other interested parties and by using the appropriate resources.  This shall be achieved via the 
implementation, promulgation and application of a Quality Management System. 
 
Being a small but highly efficient and quality and cost conscious organisation, a number of personnel are 
required to perform a dual role within its many aspects and functions.  It is, however, Fugro GEOS’ policy 
that this dual role shall not deter personnel from their prime objective of providing a quality service 
through an adequately controlled quality management system.  The primary function of all staff shall be 
the maintenance and fulfilment of this objective.  Fugro GEOS’ quality objectives, encompassed in the 
Scope of business, mission statement, aspirations, goals and measures and targets, are documented and 
reviewed regularly by Top Management. 
 
Management is ultimately responsible for making balanced judgements after assessing relevant business 
scenarios.  In arriving at such decisions, the adequacy and personal integrity of staff and other resources 
are of fundamental importance.  All effort is made to ensure that each person in the organisation: 
 

• understands that quality assurance is important to their future and the future of the business,  
• understands how they can assist in the achievement of a quality service;  
• is stimulated and encouraged to achieve a quality service. 
 
The implementation of the policies and procedures described in this document and in the quality 
management system has the full commitment of Fugro GEOS’ Top Management.  All personnel shall 
have access to and be guided by the contents of the quality management system and no deviation from 
the methods and procedures set down shall be permitted. 
 
This Quality Policy Statement conforms to ISO9001:2000 and has been established to ensure that it: 
 

• is appropriate to the purpose of Fugro GEOS 
• includes a commitment to meeting requirements and to improve the effectiveness of the quality 

management system 
• provides a framework for establishing and reviewing quality objectives 
• demonstrates top management commitment  
• is communicated, understood and implemented at all levels within Fugro GEOS 
• is reviewed regularly for continuing suitability and effectiveness.  
 
 
Signed: .................................................................  Date: ............................... 5th June 2007 
 

 Jeff Coutts, Managing Director  Policy Review Date:........ 4th June 2008 
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5.4 Planning 

5.4.1 Quality Objectives 

The Managing Director and Top Management have ensured that quality objectives needed to meet 
requirements for the products and services, which are measurable and consistent with the quality policy 
including the commitment to continual improvement have been established and maintained for all relevant 
functions and levels within the organisation.  See Process Chart 2.0. 
 
The quality management system is described in a series of procedures and specifies the management 
objectives, policies and organisations that have been developed to ensure compliance with 
ISO9001:2000.  When any inconsistency exists between the requirements of a particular customer 
specified in a contract or order and those called for in the above standard, the higher standard shall 
prevail. 
 
The quality manual provides a general outline of the quality management system with respect to the 
requirements of ISO9001:2000. Responsibilities of management and organisation have been set out in 
this manual.  This manual is controlled and the current version is always available for reference to all 
employees.  The quality system is detailed and targeted to achieve the documented quality policy and 
quality objectives.  The quality system is maintained to provide assurance to our customers that the 
organisation has the ability and resources to give constant service to a defined standard of quality. 
 
The quality objectives for the Fugro GEOS Group are intended to be: 
• in line with the Fugro Group aspirations; 
• SMART; 
• appropriate to the organisation; 
• key performance indicators for defined areas of the Group; 
• reviewed on a regular basis and communicated to all staff; 
• measured on a regular basis and the results communicated to all staff; 
• used as a basis for continual improvement; 
• used as component material for the quality plan 
 
The rationale behind Fugro’s culture is developed in the aspirations of the Fugro Group.  These 
aspirations, known as the ‘Golden Rules’, endeavour to guide all operating companies within the Fugro 
Group towards a consistent goal.  Focussing on these aspirations allows each operating company to 
apply appropriately, consistently and sufficiently business acumen to their given area of specialisation.  
Fugro, and therefore Fugro GEOS, aspires to be profitable, professional, competitive, technically leading 
and a consistent provider of quality assured products and services in carefully identified market sectors, 
by training, developing and focussing personnel, sharing and maintaining group resources and 
technology, communicating with each other and developing mutually beneficial supplier-client 
relationships. 
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5.4.2 Quality Management System Planning 

Quality planning is an integral part of the quality management system and the Managing Director and Top 
Management have identified, planned and provided the resources needed to conform to the requirements 
of the quality policy, to achieve the quality objectives and ensure continual improvement of the system. 
 
The organisation applies quality planning to all work activities and considers the implementation of the 
contents of this quality manual to be the primary quality plan.  The integrity of this quality management 
system is maintained through planning and the implementation of the relevant control procedures. 
 
All elements, requirements and provisions are documented in a systematic and orderly manner in the 
form of written policies, procedures and instructions.  Quality Management System documentation 
permits the consistent interpretation of quality plans, programs, procedures, manuals and records. 
 
5.5 Responsibility, Authority And Communication 

5.5.1 Responsibility and Authority 

The responsibilities, authority and the interrelation of all personnel who manage, perform and verify work 
affecting quality are defined and communicated in order to facilitate effective quality management. 
 
All people have been given authorities and responsibilities to enable them to assist in the achievement of 
the quality objectives.  This assignment of authority and responsibility helps to establish involvement and 
commitment of people throughout the organisation.  An individual may be appointed with more than one 
role, in such cases he or she shall be responsible for fulfilling the tasks assigned to all such roles. 
 
Written job descriptions are available for all personnel and a full set of same maintained with personnel 
records.  These job descriptions identify the requirement of that role, its importance within the 
organisation and how the role interacts with other roles and functions within the organisation providing: 
• a basis for individuals to comply with the quality objectives; 
• a basis for the measurement of competency 
 
Managing Director 
Responsible to the Fugro Survey Division Chief Operating Officer for identifying and providing all the 
necessary resources to meet the requirements of the quality system and the organisation’s customers.  
These resources include trained personnel for the management and performance of work, including 
system audits and verification activities. 
 
The Managing Director has responsibility for the overall performance and operation of the organisation, 
developing strategy for the medium and long term, and for ensuring that resources are available for the 
successful implementation of the strategy.  Duties include the future direction of the organisation, 
maintaining customer, supplier and interested party liaison as required.  Also responsible for the co-
ordination of business support functions world-wide including administration and information and 
communications technology systems, human resources, marketing, legal and commercial issues. 
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Regular meetings are held either individually or collectively to brief staff on performance, customer 
requirements, any recurring problems and obtaining feedback as necessary.   
 
The Managing Director is responsible for ensuring the organisation’s performance can be measured 
adequately in order to meet the requirements of its customers and has nominated a Management 
Representative with the authority and responsibility for ensuring that the requirements of the latest issue 
of ISO9001:2000 or equivalent, or other relevant International Standards, are implemented and 
maintained.  The Managing Director, or nominated deputy, chairs the Quality Management System 
Review Meetings. 
 
Top Management 
Management Board Members shall provide evidence of commitment to the development and 
implementation of the Quality Management System and to improve continually its effectiveness by: 
• ensuring that market and customer requirements are determined and met with the aim of enhancing 

customer satisfaction  
• establishing the quality policy 
• ensuring that quality objectives are established 
• involvement in Quality Management System Reviews 
• communicating the importance of meeting customer, statutory and regulatory requirements 
• determining the criteria for recruitment against each of the categories of staff employed and thus 

ensuring adequate resources are available to carry out the processes 
• ensuring that regular reviews for all staff are held and that the preparation of any training plans and 

their implementation is carried out.   
 
Financial Controller 
Responsible to the Managing Director for all accounting functions, including the preparation of 
management and statutory financial information. 
 
Divisional Directors / Division Head 
Overall world-wide responsibility for a divisional profit centre, including co-ordination, supervision of 
worldwide operations, tendering, commercial control and review of performance against budget and 
customer requirements. 
 
Regional Directors / Commercial Director 
Co-ordination of business support functions in regional offices including administration, local human 
resources, regional sales activity, co-ordination of regional tenders and commercial issues.  Monitoring of 
regional costs against regional budget. 
 
Quality Assurance and Health Safety and the Environment (QA & HSE) Manager 
The nominated Management Representative responsible to the Managing Director for the 
implementation, approval, review, maintenance, improvement and internal audit of the organisation’s QA 
and HSE systems worldwide in accordance with the relevant International Standards and guidelines 
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(currently ISO9001 for quality management systems, EN13980 for the application of same for products 
intended for use in potentially explosive atmospheres, OHSAS18001 for occupational safety and health 
management systems and ISO14001 for environmental management systems) and legal requirements.  
Provision of QA and HSE advice to representatives and employees in any of the organisation’s offices.  
See also Section  5.5.2. 
 
Atex Responsible Person 
The Atex-Responsible Person liaises closely with the Management Representative and the certification 
authorities/notification authorities body in ensuring that quality documentation and all processes related to 
the provision of equipment for use in potentially hazardous locations are maintained according to the 
requirements of the quality management system and the prevailing regulations.  This person is 
responsible for initial approval and changes to related drawings, where appropriate, for issuing 
concessions and for notifying customers with respect to safe use and any schedules of limitation. 
 
Draughtsman 
Responsible for the preparation, maintenance, issue and general control of technical drawings. 
 
Information and Communications Technology (ICT) Manager 
Responsible to the Managing Director for all ICT and development functions. 
 
Regional Management Accountants 
Functionally responsible to the Financial Controller for day to day accounting functions within their region. 
 
Operations Managers 
Functionally responsible to the Divisional Directors for the day to day control of all operations, including 
logistics in order to ensure customer requirements are met.  
 
Engineering Managers 
Responsible to the appropriate Director for the receipt, maintenance and despatch of all equipment. 
 
Marketing Manager 
Responsible to the Managing Director for the promotion of the organisation’s image and products.  
Marketing materials shall be in-line with Fugro corporate house-style. 
 
Sales Managers 
Responsible to the Regional Directors for researching the market and for the creation and fulfilment of 
sales opportunities. 
 
Management 
Managers have responsibility for the administrative, commercial and technical management of specific 
elements of Fugro GEOS’ business in order to enable the organisation to achieve its objectives: 
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Project Management 
Project Managers must plan for and co-ordinate the progression of individual projects, as assigned to 
them.  They have financial and technical responsibility for individual projects, ensuring that contractual 
requirements are at least met and projects are managed to achieve optimum profit.  They are the first 
point of contact for the Client for that project. 
 
Technical Review 
Technical Reviewers have responsibility for ensuring that the quality of the product is checked throughout 
its inception and subsequent progression and that it is properly controlled. 
 
Party Chief 
Responsible for ensuring that site work is completed safely and as per specification. 
 
All Staff 
Responsible to his or her immediate superior for the technical, commercial and quality aspects of the 
work that they undertake.  Each member of staff also has a duty to take reasonable care of their own 
health and safety and that of others who may be affected by their acts or omissions.  Staff are required to 
project the appropriate professional image, particularly when communicating with customers. 
 
5.5.2  Management Representative 

The Managing Director has appointed a Management Representative with the authority and responsibility 
for the development, overall implementation and maintenance of the quality management system 
together with the control and issue of all quality documentation. 
 
The Management Representative is responsible for: 
 
• Monitoring the system, and in particular for advising and training other personnel in the system 
• Continually looking for improvements 
• Ensuring that internal quality audits are carried out as detailed in the schedule, and that all corrective 

and preventive actions arising from audits are closed out 
• Reporting to the management review on the organisation’s performance, including needs for 

improvement and the awareness of customer needs and requirements throughout the organisation. 
 
This person shall liaise closely with the Management Representative of Fugro Oceanor, Trondheim to 
ensure that both Quality Management Systems are consistent, interrelate and comply with the 
requirements of Fugro’s Quality Management System and similarly with other Fugro Operating Company 
Management Representatives.  See also QA&HSE Manager. 
 
5.5.3 Internal Communication 

The Managing Director and Top Management have defined and implemented processes for the 
communication of quality/safety and environmental requirements, objectives and accomplishments.  The 
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providing of this information becomes a resource for improvement and the involvement of people in 
achieving quality/safety and environmental objectives including one to one and team briefings, in-house 
memos, information on notice boards, audio-visual and electronic media as necessary. 
 
5.6 Management Review 

See Process Chart 3.0. 
 
5.6.1 General 

The Managing Director, in conjunction with Top Management and appropriate staff, shall review the 
quality management system at intervals of at least once a year to ensure its continuing suitability, 
adequacy and effectiveness. The review shall include assessing opportunities for improvement and the 
need for changes to the system and to verify that quality policy and objectives are being satisfied. 
 
The meeting is arranged by the Management Representative or nominated deputy and chaired by the 
Managing Director or nominated deputy.  Present shall be Top Management, the Atex-Responsible 
Person and any other invited staff having responsibility for the quality management system.  Other 
personnel may attend at the discretion and invitation of the set invitees to provide relevant input where 
necessary. 
 
5.6.2 Review Input 

Those present at the quality management system review shall discuss set agenda items, including: 
• results of audits 
• customer feedback 
• process performance and product conformity 
• status of preventive and corrective actions 
• follow up actions from previous management reviews 
• changes that could affect the quality management system 
• recommendations for improvement 
• review of items associated with explosion-proof equipment and related processes 
 
5.6.3 Review Output 

The output from the quality management system review shall include any decisions and actions related 
to: 
• improvement of the effectiveness of the quality management system and its processes 
• improvement of product related to customer requirements  
• resource needs 
 
The Management Representative is responsible for the production and appropriate distribution of the 
Action List arising as a result of such review and this shall be retained as a quality record with all agreed 
actions monitored and results recorded. 
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6 RESOURCE MANAGEMENT 

6.1  Provision of Resources 

The resources needed to develop, implement and continually improve the processes of the quality 
management system and to address and enhance customer satisfaction have been determined and are 
provided in a timely manner to ensure requirements are met.  This includes staff, infrastructure and work 
environment. 
 
6.2 Human Resources 

See Processes Series 4. 
 
6.2.1 General 

Personnel who are assigned responsibilities defined in the quality management system must be 
competent based on their education, training, skills and experience. 
 
6.2.2 Competence, Awareness and Training 

It is policy to identify and determine competency needs for personnel performing activities affecting 
quality, provide training to satisfy those needs, and evaluate the effectiveness of the training provided.  A 
procedure exists for the induction of new employees in statutory requirements and quality system 
elements and for identifying the training needs of existing staff in order to achieve its objectives.  See 
QML2 Section 11 
 
Employees are provided with job descriptions and made aware of the relevance and importance of their 
activities and how they contribute to the achievement of quality objectives.  Appropriate employees are 
encouraged to maintain regularly their own records of experience.  Staff appraisals are performed and 
records are maintained locally and available centrally of education, training, skills and experience and of 
training needs and progression. 
 
6.3  Infrastructure 

The Managing Director has determined, provided and arranged maintenance for the infrastructure 
needed to achieve the conformity of the services and product requirements, including buildings, 
workspace and associated facilities, process equipment, computer hardware and software, 
communication media, transport and supporting services. 
 
A maintenance programme specifies the type and frequency of needed maintenance, the methods for 
maintenance and the verification of its completion.  See Processes Series 9 
 
6.4 Work Environment 

It is ensured that the working environment is suitable at all times to achieve conformity to service and 
product requirements and that it meets the requirements of local, national and international legislation.  
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7  PRODUCT REALIZATION 

7.1 Planning of Product Realisation 

Planning of service realisation is that sequence of processes and sub-processes required to enable the 
creation of an end service or product.  Planning of the realisation processes is consistent with the other 
various requirements of the organisation’s quality management system.  See Processes Series 5.  
Documentation has been put in place to support and manage the processes including: 
• quality objectives and requirements for the service or product 
• activities within the processes, including documents and the provision of resources 
• required verification, validation, monitoring, inspection and test activities specific to the service or 

product and the criteria for acceptance of the service or product 
 
Records are kept to provide evidence that the realisation processes and resulting services or products 
meet requirements. 
 
7.2 Customer-related Processes 

7.2.1 Determination of Requirements Related to the Product 

Requirements specified by the customer are determined.  See Process Chart 6.0. 
 
Particular consideration is given by the organisation to: 
• the strategy of the organisation 
• the extent to which customers have specified the requirements for the services or products 
• requirements pertaining to software development, collection, delivery and support  
• requirements not specified by the customer but necessary for fitness and purpose 
• obligations related to services and products including statutory and legal requirements 
• any additional requirements determined by the organisation 
• product category and marking with respect to equipment for use in potentially hazardous locations 
 
7.2.2 Review of Requirements Related to the Product 

See also QML2 Section 4 and QML2 Section 6. 
 
In order to establish and maintain customer satisfaction, a formal system is in place and maintained to 
ensure that each commitment to supply a service or product is reviewed formally and controlled. This 
review is conducted prior to the commitment to supply and shall ensure that the: 
• requirements are adequately defined, documented and planned in writing 
• requirements comply with the enquiry and any differing requirements are satisfactorily resolved 
• organisation has the ability to meet the defined requirements 
• stated customer requirements are compatible with the EC type-examination certificate, if appropriate 
 
The results of the review and subsequent follow-up actions are recorded. Where product or service 
requirements are changed and agreed with the customer or the customer’s representative, the 
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documentation is amended and approved and all relevant personnel are made aware of the changed 
requirements.  Any effect that the variation has on the original contract shall be clearly stated and agreed. 
 
7.2.3 Customer Communication 

Methods and procedures have been identified and implemented to communicate with customers on 
information about the product and service, to deal with enquiries, contracts or order handling, including 
amendments, customer feedback and complaints.  See also Section 7.2.1, Section 8.2.1, Procedure 2 
and QML2 Section 12.4 
 
Communication with customers may include the following arenas: 
• liaison with other Fugro operating companies 
• Fugro and Fugro GEOS web-sites 
• exhibitions, conferences and client presentations 
• marketing materials 
• pre-qualification, including industry customer-supplier databases 
• regular day-to-day communication with clients 
• formal requests for feedback 
 
7.3 Design and Development  

See Processes Series 7 and QML2 Section 13 
 
7.3.1  Design and Development Planning. 

The organisation plans and controls the design and development of product.  During the design and 
development process the organisation determines: 
• design and development stages 
• design and development responsibilities and authorities  
• the steps in review, verification and validation as appropriate of the design and development 
 
The organisation also ensures effective management of communications between the different groups 
involved in the design and development as well as a clear assignment of responsibility. 
 
7.3.2 Design and Development Inputs 

Inputs relating to service or product design and development requirements are determined and include: 
• functional and performance specifications 
• statutory and regulatory requirements where applicable 
• information derived from similar historical designs if applicable 
• any additional requirements essential for that design and development 
 
These inputs are reviewed for adequacy, are complete, unambiguous and do not conflict with each other. 
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7.3.3 Design and Development Outputs 

Any output from the design and development is provided in such a form that enables the output to be 
verified against the design and development input, which is approved prior to release. 
 
All design and development outputs: 
• meet the input requirements for design and development 
• supply adequate information for the requirements for purchasing, production as well as service 

provision  
 
7.3.4 Design and Development Review 

The organisation reviews design and development in accordance with its planning, referred to in 
Section 7.3.1, and evaluates the resulting design and development's ability to meet requirements and to 
identify problems and propose any necessary actions. 
 
Relevant individuals or groups that are concerned in design and development are present at such reviews 
and the results of the reviews and their actions are recorded. 
 
7.3.5 Design and Development Verification 

All verification of design and development is carried out as per the planned arrangements, referred to in 
Section 7.3.1, ensuring that that the output meets the requirements of the input. 
 
7.3.6 Design and Development Validation 

The design and development validation is carried out using and in accordance with the planned 
arrangements, referred to in Section 7.3.1.   
 
The validation is completed where practicable prior to the delivery or implementation of the service or 
product.  
 
7.3.7 Control of Design and Development Changes 

Any changes to the design and development are identified and recorded.  Any such changes are 
reviewed, verified and validated where appropriate and approved before implementation. 
 
Any review of design and development changes includes an evaluation on the effect of the changes to 
parts, services or products already delivered. 
 
7.4 Purchasing 

See also Processes Series 8 and QML2 Section 5 
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7.4.1 Purchasing Process 

All purchasing processes are controlled to ensure purchased product or services conform to 
requirements.  The type and extent of control is dependent upon the effect on subsequent realisation 
processes and their output. 
 
A system for the selection, evaluation and re-evaluation of suppliers is operated, based on the supplier’s 
ability to supply a product or service in accordance with the organisation’s requirements, particularly 
where that product or service directly affects the organisation’s product and /or shall be used in potentially 
hazardous locations. 
 
Evaluation and selection criteria for suppliers encompasses either: 
• a supplier’s previous and continuous record of providing product and/or services to satisfactory 

standards and the capability of ensuring compliance with all specified regulations and requirements 
• an evaluation of a suppliers quality management system, to determine the supplier’s ability to satisfy 

the purchase requirements, which, in the case of the supply of critical sub-products for use in 
potentially hazardous locations, shall be certified as being compliant with the appropriate Standard. 

 
Second party audits on suppliers may be indicated. 
 
Records of selection, evaluation and re-evaluation of suppliers (which shall be carried out regularly, at 
least annually) and an “Approved List” of the organisation’s suppliers are maintained. 
 
7.4.2 Purchasing Information 

Purchasing documents shall contain information clearly describing the product or service to be ordered, 
including where appropriate: 
• requirements for testing, approval or qualification of product, procedures, processes, service, delivery 

period, equipment and personnel (including, where appropriate, certification of applicable elements); 
• quality management system requirements 
• terms and conditions of business 
 
Procedures are in place to review and approve purchasing documents for adequacy of the specified 
requirements prior to release. 
 
7.4.3 Verification of Purchased Product 

The activities necessary for verification of purchased product or service are identified and implemented. 
 
Where the organisation or its customer proposes to perform verification activities at the supplier’s 
premises, the intended verification arrangements (e.g. routine tests or inspections) and the method of 
service or product release are specified in the purchasing documentation.   
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The responsibility for ensuring conformance with the EC type-examination certificate remains with the 
organisation and the appropriate qualification test plan for declaration of conformity shall be performed.  
Where a supplier has been evaluated and there is documented objective evidence to demonstrate that 
the supplier is fully capable of producing and verifying the product and a declaration of conformity 
according to EN45014 is supplied with each batch of products (if applicable), no further verification of the 
service or product is required. 
 
Verification by the customer neither absolves the organisation of responsibility to provide services or 
products, which are acceptable to the customer, nor does it preclude subsequent rejection by the 
customer. 
 
7.5 Production and Service Provision 

See also Processes Series 5 and QML2 Section 6 
 
7.5.1 Control of Production and Service Provision 

Operations are controlled through  
• the availability of information that specifies the characteristics of the product or service 
• the provision of a suitable working environment 
• the availability of work instructions, as necessary 
• the use of suitable equipment 
• the availability and use of suitable monitoring and measuring devices 
• the implementation of monitoring and measuring activities 
• the utlisation of suitable methods for release, collection, delivery and applicable post-delivery or on-

site activities. 
 
7.5.2 Validation of Processes for Production and Service Provision 

Any production processes where the resulting output cannot be verified by subsequent measuring or 
monitoring, including those where deficiencies may become apparent only after the service or product is 
in use or has been delivered, are validated.  Validation demonstrates the ability of the processes to 
achieve planned results and includes the following arrangements: 
• defined criteria for review and approval of processes 
• approval of equipment and qualification of personnel 
• use of specific methods and procedures 
• requirements for records 
• re-validation of the service or product. 
 
7.5.3 Identification and Traceability 

Where appropriate, the organisation identifies the product or service by suitable means throughout the 
product or service realisation process.  Where traceability is a requirement, the organisation controls and 
records the unique identification of the product or service. 
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7.5.4 Customer Property 

The organisation exercises care with customer property whilst it is under the organisation’s control or 
being used by the organisation.  The organisation identifies, verifies, protects and safeguards customer 
property provided for use or for incorporation with the product.  The customer is notified and records are 
maintained of any lost, damaged or otherwise unsuitable customer property. 
 
Customer property may include, but is not limited to: 
• equipment or vehicles 
• documentation or electronic media 
 
Such property may need to be quarantined or otherwise adequately identified and maintained. 
 
Compatibility of customer supplied product with the requirements of the EC type-examination certificate is 
verified, if appropriate. 
 
7.5.5 Preservation of Product and Service 

Conformity of product and service with customer requirements is preserved during collection, during 
internal processing and whilst in transit to the intended destination.  This includes identification, handling, 
packaging, storage and protection. 
 
Special arrangements may need to be made in certain circumstances, for example, in order to comply 
with clients’, legal or other requirements. 
 
CCTV User Manuals are provided to customers purchasing those products. 
 
7.6 Control of Monitoring and Measuring Devices 

See Processes Series 9, Process Chart 5.7, Process Chart 5.8 and Service and Calibration Procedures 
Manual. 
 
Monitoring and measurements to be made are identified and the monitoring and measuring devices 
required to ensure conformity of product and service to specified requirements are provided  
 
Measuring and monitoring devices are used and controlled to ensure that measurement capability is 
consistent with the monitoring and measurement requirements. 
 
Where applicable, measuring equipment is: 
• calibrated periodically or prior to use, against measurement standards traceable to international or 

national measurement standards.  Where no such standards exist, the basis used for calibration shall 
be recorded 

• adjusted or re-adjusted as necessary 
• clearly identified to enable the calibration status to be determined 
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• safeguarded from adjustments that would invalidate the measurement result 
• protected from damage and deterioration during handling, maintenance and storage 
• re-calibrated after repair or adjustment 
• re-assessed if it is subsequently found to be out of calibration.  The organisation ensures that 

appropriate action is taken on the equipment and on any affected product. 
 
When used in the monitoring and measurement of specified requirements, the ability of computer 
software to satisfy the intended application is confirmed, prior to initial use and re-confirmed as 
necessary.
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8 MEASUREMENT, ANALYSIS AND IMPROVEMENT 

8.1 General  

See Procedure 2 
 
The organisation plans and implements the monitoring, measurement, analysis and improvement 
processes needed to: 
• demonstrate conformity of the product or service 
• ensure conformity of the quality management system  
• continually improve the effectiveness of the quality management system. 
 
This includes determination of applicable methods, including statistical techniques, and the extent of their 
use. 
 
8.2 Monitoring and Measurement 

8.2.1 Customer Satisfaction  

See Procedure 2 and QML2 Section 6.6 
 
As one of the measurements of the performance of the quality management system, information relating 
to customer perception as to whether the organisation has met customer requirements is sought, 
analysed and reviewed.  Procedures are in place describing the obtaining of and the using of this 
information. 
 
Where the product supplied is for use in potentially hazardous locations, customer satisfaction shall be 
related to the product’s compliance with the EC type-examination certificate. 
 
8.2.2 Internal Audit 

See Procedure 2 and QML2 Section 12.3 
 
An internal audit system is established for performing periodic internal audits of the quality management 
system and related processes. The purpose of internal audit is to determine whether the quality 
management system: 
• conforms to the requirements of ISO9001:2000 
• has been effectively implemented and maintained. 
 
A planned audit programme has been put in place taking into consideration the status and importance of 
the activities and areas to be audited as well as the results from previous audits.  The audit scope, 
frequency and methodologies are defined.  Competent personnel, other than those who perform the 
activity being audited, conduct audits. 
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The documented procedure includes the responsibilities and requirements for conducting audits, ensuring 
their independence, recording results and reporting to management. 
 
Management ensures that timely corrective action is taken on deficiencies found during the audit.  Follow 
up action includes the verification of the implementation of corrective action, and the reporting of 
verification results. 
 
8.2.3 Monitoring and Measurement of Processes 

See Procedure 2. 
 
The organisation applies suitable methods for monitoring and, where applicable, measurement of the 
quality management system processes to demonstrate the ability of the processes to achieve planned 
results.  Where planned results are not achieved, corrective and preventive action is taken, as 
appropriate. 
 
8.2.4 Monitoring and Measurement of Product 

See Procedure 2. 
 
Documented procedures have been established and maintained in order to monitor and measure the 
characteristics of the service or product to verify that requirements for the service or product are met.  
This is carried out at appropriate stages of the service or product realisation process in accordance with 
the planned arrangements. 
 
Sub-products shall be monitored and measured by the supplier and verified by the organisation. 
 
Evidence of conformity with the accepted criteria is maintained and records identify the person or persons 
authorising release of the service.  Release and service or product delivery does not proceed until the 
planned arrangements have been satisfactorily completed, unless otherwise approved by a relevant 
authority and, where applicable, by the customer. 
 
8.3 Control of Nonconforming Product 

See Procedure 3. 
 
A documented procedure is in place to ensure that product and service, which does not conform to 
requirements, is identified and controlled to prevent its unintended use or delivery. 
 
Non-conforming product and service is dealt with in one of the following ways: 
• by taking action to eliminate the detected nonconformity 
• by authorising its use, release or acceptance under concession by a relevant authority and, where 

applicable, by the customer  
• by taking action to preclude its original use or application. 
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•  
 
• With Ex equipment the customer and the notifying body shall be warned if products have been 

delivered with divagations, that can cause a hazard when used in the Ex area. 
 
Records of the nature of non-conformities and any subsequent actions taken, including concessions 
obtained, are maintained.  When non-conforming product or service is corrected it is subject to re-
verification to demonstrate conformity to the requirements. 
 
When non-conforming product or service is detected after collection, delivery, or use has started, the 
organisation takes action appropriate to the effects, or potential affects, of the nonconformity. 
 
8.4 Analysis of Data  

See Procedure 3. 
 
Data generated, as a result of the monitoring and measurement activity and from other relevant sources, 
are collected effectively and analysed in order to determine the suitability and effectiveness of the quality 
management system and to evaluate where continual improvement of the effectiveness of the quality 
management system can be made. 
 
Data are analysed to provide information on: 
• whether objectives are met 
• customer satisfaction 
• conformance to customer, product or service requirements 
• characteristics and trends of processes 
• opportunities for preventive action 
• suppliers.  

 
8.5 Improvement 

See Procedure 3. 
 
8.5.1 Continual Improvement 

The process necessary for the continual improvement of the quality management system is planned and 
organised. 
 
Continual improvement of the quality management system is facilitated through the use of the quality 
policy, quality objectives, audit results, analysis of data, corrective and preventive actions and 
management review. 
 
8.5.2 Corrective Action 
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A corrective action programme is established and maintained to eliminate the cause of non-conformities 
in order to prevent recurrence.  Corrective action appropriate to the impact of the problems encountered 
is appropriately carried out. 
 
The documented procedure for corrective action defines requirements for: 
• identifying and reviewing non-conformities including customer complaints 
• determining the causes of non-conformities 
• evaluating the need for actions to ensure that non-conformities do not recur 
• determining and implementing the corrective action needed 
• recording results of action taken 
• reviewing the effectiveness of corrective actions taken.  
 
8.5.3 Preventive Action 

Documented procedures have been established and are maintained for implementing preventive action to 
eliminate the causes of potential non-conformities in order to prevent occurrence.  Preventive actions are 
appropriate to the effects of potential problems. 
 
The documented procedure for preventive action defines requirements for: 
• identifying potential non-conformities and their causes 
• evaluating the need for action to prevent occurrence of non-conformities 
• determining and ensuring the implementation of action needed 
• recording results of action taken 
• reviewing preventive action taken. 
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PROCEDURE 1: CONTROL OF DOCUMENTS & QUALITY RECORDS 

Quality Objective 
To ensure that sufficient quality records are maintained to demonstrate conformance to requirements and 
verify effective operation and improvement of the quality assurance and the health, safety and 
environmental management systems together with knowledge of the standards, statutory and regulatory 
requirements that apply to its activities.  Quality records shall remain legible, readily identifiable and 
retrievable. 
 
Responsibility 
It is the responsibility of all personnel involved in the issue and use of these documents to adhere to the 
system of document control. The Management Representative in conjunction with the Administration 
Manager shall maintain an effective system of document control. 
 
Procedures 
 
Preparation and approval of principal quality management documentation 

• Compiled for use as procedural, systems and/or control over organisation activities.  
• Produced, signed, issued and controlled by the Management Representative.  
• Checked and authorised by a Management Board Member. 
• The Managing Director is responsible for signing the Quality Policy Statement.  
 
Distribution, control and maintenance of quality documentation 

See also QML2 Section 1 
 
• The Management Representative is responsible for the distribution, and control of all quality related 

documentation. 
• Each individual is responsible through the Management Representative for the care and maintenance 

of all quality management documentation issued, and to ensure that all the documents therein are 
uniquely identified with issue and starting date. 

• The first approved issue of all documentation shall be Issue 1, Revision 0. 
• The Management Representative shall maintain the master copy of all issued quality management 

documentation, and a register indicating titles, numbers, revision status and names of holders of each 
document. 

• The Management Representative shall ensure that all quality documentation is identified in such a 
manner as to be identifiable and traceable.  

• The Atex-Responsible Person is responsible for the distribution, control and maintenance of relevant 
documentation.  All relevant documentation and equipment shall contain the Ex mark and be in 
accordance with the type approval certification.  The EX mark appears thus:   
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• The notified body responsible for the quality system notification for EC type-examination certificates is 
0470 Nemko it must be emphasised that that no part of the certification shall be changed without 
consultation/approval from the certification authorities. 

 
• The Human Resources Manager maintains and controls the issuing of Company Organisation Charts 

and Employment Handbooks. 
 
Revisions – Level 1 and 2 Documents 
When a revision to any procedure, or document is required the originator must send it to the Management 
Representative, who shall circulate it to the relevant parties for comment and in-principle approval by a 
stated deadline.  The changes must be authorised by a Management Board Member prior to 
incorporation.  The Management Representative shall ensure that the changes are compatible with the 
Quality Management System and Objectives. 
 
Following agreement, the revisions to the relevant pages of the manual shall be raised by one revision or 
issue level as appropriate (e.g. Issue 1 Revision 0, to Issue 1 Revision 1 and so forth).  Where the 
change is only of a minor nature and only affects one page, or a minority of pages, only the revision level 
shall be changed.  Where the change is major and much of the manual has to be changed, or when a 
significant number of revisions have been made, the issue level shall be changed. 
 
To identify where revisions have been introduced, a suitable and sufficient description of the changes 
made shall be entered on the control page against the revision or issue number.  The revised sheet(s) 
with the next revision number shown in the footer shall be dated and approved to become the master 
document.  Each new or revised document shall be given the next issue or revision number and dated 
accordingly. 
 
The Management Representative shall arrange for the distribution of revised copies (including control 
page(s) and relevant page(s) of the table of contents, as appropriate) to relevant personnel and the 
updating of index revision information.  The Management Representative, or the Local Representative 
must ensure that all obsolete or superseded documentation is removed and replaced by the new issue 
copies. Documentation removed from use shall either be destroyed or clearly endorsed on each page as 
‘’Superseded Document’’ and appropriately filed.  
 
In the case of CCTV User Manuals and Atex document matrix, the Atex-Responsible Person may 
deputise for the Management Representative.  However, the Management Representative shall ensure 
that they are compatible with the Quality Management System and Objectives. 
 
Revisions – Level 3 Documents 
When a change to a company form is required, the originator shall make the changes known to the form 
owner for approval.  The Administration Manager or deputy shall then change the master form, giving it a 
new version number and date.  These changes shall be summarised on the Company Forms Index 
accessible via the Intranet.  The full procedure is detailed on the Intranet. 
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When a change to a Technical Instruction is required, the originator shall make the changes known to the 
Technical Instruction owner for approval.  The relevant Operations Director shall authorise the changes.  
The Administration Manager or deputy shall then change the master form, giving it a new version number 
and date.  These changes shall be summarised on the Technical Instructions Index accessible via the 
Intranet. The full procedure is detailed on the Intranet. 
 
Reviews 
The Management Representative shall be responsible for an annual formal review of quality 
documentation to enable its relevance to current organisation and practice. This may occur at the Quality 
Management System Review.  A record of such reviews shall be maintained. 
 
New Documentation 
When a new procedure is required, the originator shall register the title with the Management 
Representative who shall allocate it a unique number and apportion ownership of the procedure to the 
relevant party.  When agreement has been reached on content of the procedure, the Management 
Representative shall be responsible for the production, the obtaining of approval and the distribution of 
the new procedure and the updating of the index revision information, as described previously. 
 
Control of Records 

See also QML2 Section 3 
 
All quality records shall be legible and identifiable to the order or contract involved.  Quality records are 
typically records reflecting evidence that the completed work has been carried out by a competent person 
and of an acceptable quality, together with all other back-up information necessary (such as test reports 
and certificates etc).  Personnel shall ensure that all quality system documentation is completed correctly, 
circulated and subsequently stored.  Files shall include where applicable all relevant documentation, 
correspondence, emails faxes etc., and are compiled in accordance with the documented procedures 
according to complexity.  Work and associated quality records shall be retained either in hard copy and / 
or on computer for the life of the process, as functional records. 
 
All quality records are thereafter archived and stored in a suitable environment, which minimises 
deterioration, damage or loss. Records are disposed of as per the working procedure, unless any 
contractual requirement stipulates otherwise. Quality records are maintained for a minimum period of 
three years, dependant on the market served, life cycle of service provided, probability of liability, trade or 
professional body rules or statutory and regulatory requirements, which is not normally less then three 
years.  All quality documentation related to the provision of equipment for use in potentially hazardous 
locations shall be retained for a period of at least ten years. 
 
The Administration Manager is responsible for the implementation and maintenance of a retrieval system 
and for ensuring that all quality records are correctly identified and that archiving is controlled.  Archived 
records shall be monitored to ensure continuing suitable storage conditions. 
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Cross-referencing, sorting and identification systems (for example relating to vessel, customer, contract 
number, transmittals, commerce etc) are available to appropriate personnel and are maintained. 
Control of Incoming Mail 
All incoming mail, including any hand delivered documentation, is opened by an authorised person for 
checking and reviewing.  Prior to being distributed all mail is date stamped and may be logged.  Goods 
received by mail are subject to the Goods In Process.  (See Process Chart 8.3.) 
 
Control of Product User Manuals 
CCTV User Manuals are controlled and issued to Customers as required, with copies taken from the 
current Master Document and circulation recorded. 
 
Control of Technical Drawings 
See Process Chart 7.9. 
 
Control of technical drawings is the responsibility of the Draughtsman, or in the case of draweings for 
individual projects, the Project Manager or other nominated person .  Manufacturers’ technical literature 
may form part of the technical drawing process and where this is the case, the Draughtsman also controls 
this information. 
 
Three types of drawings generally form the portfolio.  These are: 
• Block Diagrams  Relating to the design of the whole system.  May be customer-provided. 
• General Arrangements Relating to the dimensions and the foot print. 
• Wiring Diagrams  Relating to the cabling and terminations. 
 
A log is kept summarising document version control and circulation. Drawings are identified with at least 
vessel number, contract number, date, drawing revision letter and authoriser(s).   
• Drawings that are work in progress are stamped, ‘Check Print’ 
• Drawings that are used for construction in the Workshop are stamped, ‘Workshop Copy’ 
• Drawings that are used in construction on site are stamped, ‘As Built’ 
• Current versions of drawings are stamped with, ‘Master’ 
• If, and when a drawing is revised, the revision status is identified with the next alphabetical letter and 

previous drawings are stamped, ‘History’ or ‘Superseded’ 
• Check Print’, ‘Workshop Copy’ and ‘As Built’ drawings shall be destroyed once ‘Master’ drawings are 

completed, checked, approved, stamped and signed 
 
Drawings are collected, modified, constructed as appropriate, passed to the relevant person for approval 
and filed as hard copy and as electronic copy on the relevant contract file.  Only appropriately approved 
current drawings may be used for engineering purposes.  All staff have the responsibility to ensure that 
this procedure is not compromised. 
 
Control of Computer Data  

 

ISSUE 3 33  



 

FUGRO GEOS 
Quality Manual Level 1 
 
 

Procedures are in place to maintain the integrity of the organisation’s ICT infrastructure.  This is the 
responsibility of the ICT Manager.  See QML2 Section 9. 
 
Computers are networked. All computer data are protected in terms of access control, password 
protection etc., and all software including incoming electronic material (e.g. Email and attachments) is 
virus checked prior to use.  Data held on magnetic media are backed up weekly and the back ups kept in 
a fire proof safe.   Emails and other data are appropriately recorded within the system in such a way that 
they are readily available for issue and checking. Hard copies of relevant computer data are taken as 
necessary and retained in the relevant file.  All staff are responsible for ensuring that this is carried out. 
 
A list of all current software and licences is maintained detailing current version and revisions.  
 
Manufacturers’ technical literature  
Manufacturers’ technical literature is held by individual members of staff for ease of reference or in the 
Central Library.  Individuals are responsible for ensuring that the latest issue is held.  Any literature of 
which is out of date or reprinted is replaced with the correct edition at the appropriate time.  The validity of 
any literature must be checked by the appropriate person prior to specifying the materials or product 
described in the literature, because manufacturers reserve the right to alter technical details at any time 
without notification and this could produce errors in specification documentation.  Removal and return of 
any literature is controlled by all staff, as appropriate. 
 
Control of standards, statutory and regulatory requirements 
See Process Chart 8.4 and Processes Series 7 
 
Standards, statutory and regulatory requirements generally fall into the following categories: 
• those issued by National/International authorities 
• those issued by customers  
• specifications that are generated by the organisation and/or by approved organisations. 
 
Administration is responsible for entering such documents to the Library Database and for their issue or 
storage, as appropriate.  Each document shall then be kept as a controlled copy subject to regular 
checking and updated as necessary.  Unregistered copies of standards, statutory or regulatory 
requirement documents shall not be kept by any individual, as copying is likely to be in breach of 
copyright. 
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PROCEDURE 2: MEASUREMENT, ANALYSIS & IMPROVEMENT 

Quality Objective 
To plan and implement the monitoring, measurement, analysis and improvement processes needed to 
demonstrate conformity of the service, quality management system and to continually improve the 
effectiveness of the quality management system. 
 
Responsibility 
It is the responsibility of the Managing Director, Top Management and the Management Representative. 
 
Procedures 
 
Monitoring and measurement of system performance 

The organisation has provided for the measurement and evaluation of its service, the capability of 
processes, customer satisfaction and items required by other interested parties at appropriate intervals. 
This includes the recording, collecting, analysing, summarising and communication of relevant data 
needed to monitor and improve the organisation’s performance. 
 
To improve the overall efficiency and effectiveness of the quality management system, the following 
areas are measured and monitored: 
• conformity of the service 
• customer satisfaction 
• internal audits 
• self-assessment methodologies. 
 
Monitoring and measurement of customer satisfaction 

A process is in place to measure and monitor information relating to customer satisfaction. This is one of 
the measurements of performance of the quality management system.  See QML2 Section 6.6.  
Additional objective evidence of customer satisfaction is achieved in a number of ways including: 
• audits carried out by large customers 
• internal audits 
• referrals 
• repeat orders over a given period 
• analysis of customer complaints 
• analysis of credit notes to customers 
• compilation of letters of satisfaction from customers. 
 
Data shall be developed, collated and discussed at the Quality Management System Reviews. 
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Internal Audit 

See also QML2 Section 12.3 
 
To assess the strengths and weaknesses of the quality management system and review the efficiency 
and effectiveness of other activities and support processes, internal audits are carried out as planned.  
The Management Representative prepares a Corporate QA Audit Schedule and Local QA 
Representatives prepare a Local QA Audit Schedule annually.  Although plans are flexible in order to 
permit changes in emphasis based on findings and observations obtained during the audit, they shall 
cover the entire quality management system at least once within the twelve months period at that 
location.  Audits are scheduled on the basis of the status and importance of the activity.  Audits and 
follow-up actions are carried out in accordance with the documented procedures and are carried out by 
competent personnel NOT having direct responsibility for the function or activity being audited.  Where 
considered desirable by the Managing Director outside expertise may be called in to perform, or to assist 
with audits.  Evidence of training or expertise shall be required. 
 
The appropriate QA Representative shall arrange audits and appoint ‘in-house’ or external auditors.  Prior 
to the audit, the auditor shall plan the audit and arrange a mutually convenient time and date for the 
activity to be audited.  Any non-compliance observed shall be noted and a Corrective Action Request 
raised if it is significant.  The corrective action must be effected within the agreed time period. If there are 
genuine reasons why the action cannot be completed on time, it should be brought to the attention of the 
Auditor, who may decide to extend the time scale. Failure to complete corrective actions by the extended 
date shall be referred to the Management Representative and then to Top Management or the Managing 
Director for review and action. Auditors may then carry out a follow-up audit in order to determine that the 
action has been implemented and is effective. 
 
External audits and consequent follow up by a competent person are espoused and deemed to be of 
value in the continual improvement process. 
 
Monitoring and measurement of processes 

Within the procedures, work instructions, or allied documents, the measurement of processes identifies: 
• characteristics which directly affect process performance 
• the scope, type and frequency of measurement 
• methods for ensuring consistency, validity, review and timely access of quality measurement data. 
 
These methods demonstrate the ability of the processes to achieve planned results. When these planned 
results are not achieved, corrective action is taken to ensure conformity of the product.  Changes shall 
not, however, be made to finished goods for use in potentially hazardous locations, as this may 
compromise the integrity of the equipment and will nullify the validity of its certification. 
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Monitoring and measurement of service 

Suitable methods for monitoring, and where applicable measurement, of the quality management system 
processes demonstrates the ability of these processes to achieve planned results or facilitate 
implementation of the necessary correction and corrective action to ensure conformity of the service.  
 

Receiving, inspection and testing 

See Processes Series 8, in particular Process Chart 8.3, and also Process Chart 5.3 
 
Purchased goods may only be accepted against a valid purchase order and on receipt are inspected for 
identification, quantity, and condition against the supplier’s delivery note.  If satisfactory, the 
organisation’s copy of the suppliers’ delivery note shall be signed and dated as acknowledgement of 
receipt of the goods stated.  The delivery note is used to update the purchase order record in POMP.  
Suppliers’ delivery notes are filed.  Supplier’s invoices are checked against the purchase order record in 
POMP and are thereafter entered.  When reconciliation of invoice to purchase order is complete, payment 
may be made.  Items that do not conform to requirements are appropriately marked or labelled, and the 
goods placed in quarantine pending disposition.  The requisitioner is informed and a decision made as to 
what further action may be necessary. 
 
Purchasing and related records are retained for a period of at least seven years. 
 
In-process / final inspection 

See Processes Series 5 
 
Technical Review is carried out throughout the product and service realisation process.   
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PROCEDURE 3: CONTROL OF NON-CONFORMING SERVICE / PRODUCT 

Quality Objective 
To ensure that non-conforming incoming goods, the recycling process of goods or service not conforming 
to specified requirements, or the subsequent retrieval of non-conforming goods or service are clearly 
identified and that non-conforming goods, where possible, are segregated from conforming items.  Also, 
to ensure the recording of such non-conformances in order to assist learning and to provide data for 
analysis and improvement. 
 
Responsibility 
It is the responsibility of the Divisional Director and Management Representative to ensure that all 
personnel, involved in the control of non-conforming items, adhere to this procedural requirement and that 
corrective action is taken, where applicable, to prevent recurrence and to effect ongoing continual 
improvement. 
 
Procedures 
 
Non-conforming items 

Any difficulties or failures relating to suppliers or non-conforming items received are rectified.  See 
Process Chart 8.3.  
 
Non-conformances identified during the production process, where possible, are corrected immediately.  
See Processes Series 5.  Should the person responsible identify an area of non-conformance that cannot 
be rectified, it may be necessary to contact the Divisional Director who shall evaluate the situation and 
consider what alternatives are available.   
 
Should any action for rectification require any form of deviation from the initial specification and where it is 
considered that a non-conformance would not materially affect the performance then a concession may 
be allowed, which shall be agreed by the Client. 
 
Non-conformances identified after delivery, where possible, are corrected immediately upon identification.  
See Process Chart 5.11. 
 
A Non-Conformance Report, Complaint and Action Record or Corrective Action Request shall identify 
work involved, the person responsible, the reason for the non-conformance and the suggested course of 
action.  Where applicable this may involve inspection of previous or associated work, and identification of 
any further non-conformance. 
 
Concessions for products that take the products outside the design as defined in the EC type-examination 
certificates and all related technical documentation are not permitted. 
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Customer complaints 

See Processes Series 10 and QML2 Section 12.6 
 
All customer complaints and service problems received shall be acknowledged to the customer 
concerned and recorded on a Complaints and Action Record.  The complaint shall be investigated by the 
person determined by the Complaint Co-ordinator along with any other interested party, in order to 
determine the validity of the complaint and where possible the cause. Where possible, the investigation 
shall determine the reasons for the complaint and action to be taken to prevent recurrence and the 
customer advised of the results of the investigation and any proposed action to prevent recurrences. 
 
Analysis of data 

All appropriate data are collected and analysed in order to determine the suitability and effectiveness of 
the quality management system and to identify improvements that may be made.  Data shall include: 
• work operations including characteristics of processes and their trends.  See Processes Series 5 and 

QML2 Section 6 
• evaluation of suppliers.  See Process Chart 8.0 and QML2 Section 5 
• customer satisfaction.  See QML2 Section 6.6 
• conformance to customer requirements.  See Process Chart 6.0, Process Chart Series 5 and QML2 

Section 6 
• internal audits  See Procedure 2 and  QML2 Section 12.3 
 
Continual improvement 

In order to improve processes and rather than wait for a problem to reveal opportunities for improvement, 
the organisation has put a system in place to identify and manage continual improvement through the 
involvement of people and by the use of the quality policy, quality objectives, audit results, analysis of 
data, corrective and preventive actions and Quality Management System Reviews.  Actions for continual 
improvement consist of the following items: 
• reason for improvement, detailing an area selected for improvement and the reason for working on it 
• the current situation, evaluating existing process efficiency, collecting and analysing data to discover 

what types of problems occur most often, selecting  a problem and setting a target for improvement 
• analysing, identifying and verifying the root cause of the problem 
• identification of possible solutions, exploring alternatives and implementing solutions that shall 

eliminate the root causes of the problem and prevent them from recurring 
• evaluation of effects, confirming that the problem and its root causes have been decreased, the 

solution worked, and the target for improvement has been met 
• standardisation of the new solution, replacing the old process with the new process to prevent the 

problem and its root cause from recurring 
• evaluating the efficiency of the new process and the effectiveness of the improvement action, and 

planning solutions to eliminate any remaining problems and to put in place objectives for further 
improvement, as necessary. 
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Corrective action 

Upon identification of a problem, such as described on an Incident Report Form, a Non-Conformance 
Report, a Corrective Action Request or a Complaint and Action Record, the corrective action shall be 
actioned.  The corrective action applied shall provide a solution to eliminate the cause of non-
conformances and therefore recurrence. 
 
Preventive action 

Upon identification of a problem, such as described an Incident Report Form, a Non-Conformance 
Report, a Corrective Action Request or a Complaint and Action Record, the preventive action shall be 
actioned.  Preventive actions applied shall preclude the recurrence of similar non-conformances.  
 
To identify potential problems, or where there is an indication of a need for improvement in the quality 
management system, all incidents, non-conformances, customer complaints and subsequent actions 
shall be monitored over an agreed period to ensure the effectiveness of the actions.   
 
The steps taken to prevent recurring non-conformances within the quality management system are 
decided at the Quality Management System Reviews, or at meeting specifically called for this purpose on 
a more frequent basis and are recorded on the meeting minutes which are subsequently retained.  It is 
the responsibility of the Quality Management System Review Team to determine what steps are required 
for preventive action. 
 
All staff have a responsibility for reporting ideas, which may assist with preventing the occurrence of non-
conformities and also to improve the Quality Management System. 
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PROCESSES SERIES 1: SEQUENCE & INTERACTION OF PROCESSES 

Quality Objective 
To define the sequence and interaction of processes. 
 
Responsibility 
All staff are aware of the need to participate fully in these processes in order that the business shall 
operate effectively. 
 
Processes 
Process Chart 1.0: Overview of the Organisation’s Business  
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PROCESSES SERIES 2: PLANNING OF QUALITY OBJECTIVES 

Quality Objective 
To ensure that quality objectives, including those needed to meet the requirements for service and 
products, are established at relevant functions and levels, are SMART and consistent with the quality 
policy. 
 
Responsibility 
It is the responsibility of the Managing Director to plan and define the quality objectives.  It is the 
responsibility of all staff to plan and carry out their work in line with corporate objectives and to measure 
the effectiveness of the achivements. 
 
Processes 
Process Chart 2.0: Overview of Planning 
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PROCESSES SERIES 3: QUALITY MANAGEMENT SYSTEM REVIEW 

Quality Objective 
To ensure that evidence is provided of the commitment to the development, continuing suitability, 
adequacy, effectiveness and continual improvement of the quality management system by conducting 
regular reviews, at least once per year, to assess the need for changes, including to the quality policy and 
quality objectives. 
 
Responsibility 
The Managing Director is responsible for chairing the meeting, conducting the review in accordance with 
the agenda, despatching the resulting minutes and action list and driving change.  The Management 
Representative is responsible for preparing the agenda, the minutes and the action list and ensuring the 
necessary information is passed to relevant personnel.  Top Management is responsible for ensuring they 
and their staff carry out the actions required of them. 
 
Processes 
Process Chart 3.0: Overview of Quality Management System Review 

 



 

Check and evaluate resources

Induction and on-going training for
all staff to ensure competence
Ensure quality awareness is part of
the training program
Review, analyse and authorise
requirements.
Carried out by nominated personnel

Check and evaluate infrastructure

Check and evaluate work environment

Ongoing welfare of staff

Recruitment  / Promotion /
Secondment

Training

Absence / Disciplinary /
Grievance / Leaving

Employment

Asset and Stock
Procurement & Control

Service Realisation
Processes

Design & Development
Processes

C
on

tin
ua

l I
m

pr
ov

em
en

t

 

FUGRO GEOS 
Quality Manual Level 1 
 
 

 

ISSUE 3 44  

PROCESSES SERIES 4: RESOURCE MANAGEMENT 

Quality Objective 
To ensure that all resources essential to the implementation and achievement of the organisation’s 
strategies and objectives for the quality management system are identifiable and made available.  These 
include people, suppliers, information, infrastructure, work environment and financial resources. 
 
Responsibility 
The Managing Director, in conjunction with the Human Resources Manager and the Appropriate 
Director(s) is responsible for ensuring the availability of necessary resources and to ensure that 
resources meet requirements. 
 
Processes 
Process Chart 4.0: Overview of Resource Management 
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Process Chart 4.1: Recruitment / Promotion / Secondment  
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Process Chart 4.2: Training  
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Process Chart 4.3: Absence / Disciplinary / Grievance / Leaving Employment 

 

Related Process Charts: 

• Recruitment / Promotion / 
Secondment 



Sales lead / Contract
negiotiation / Contract

award

Contract initiation /
Handover /

Preparation / Planning
/ Progression

Deliver product to
client

Collect monies and
measure satisfaction

Many related
processes

Design and
Development

Customer Focus &
Related Processes
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PROCESSES SERIES 5: SERVICE REALISATION & PROVISION 

Quality Objective 
To ensure operations are adequately planned and controlled and undertaken using suitably competent 
staff, equipment and facilities in order to ensure compliance with specifications and to satisfy the needs 
and expectations of interested parties.  The operations carried out are planned and monitored in order to 
comply with contractual requirements.  Suitable records are kept of training and competence of people 
and the relevant statutory and regulatory requirements. 
 
To identify and trace products and services from conception through all stages of development, despatch 
and use to ensure correct use and allow efficient corrective and preventive action, where necessary to 
improve the effectiveness and efficiency of the realisation process. 
 
To preserve the conformity of the service and product including identification, handling and protection and 
all that applies to the constituent parts of the service of product. 
 
Responsibility 
It is the responsibility of the Divisional Director, in conjunction with all process personnel to enable the 
traceability of the products and services, to preserve its conformity, to complete documentation in 
accordance with standard procedures and to maintain safety. 
 
 Processes 
Process Chart 5.0: Overview of Service Realisation & Provision 

Related Process Charts: 

• Customer Focus and Customer 
Related Processes 

• Design and Development 
Processes 

• Many related Processes  
(See subsequent process charts 
for links) 



Equipment Prep

Equipment Ship

Client

QUOTE PREPARATION

Raise Quote No.
Prepare Quote
Check Quote
Authorise Quote

CONTRACT AWARD

Check Contract matches Quote
Notify Ops./Reg. Director
Allocate PM & TR
Raise Contract Number
Filing System Prepared
Sales Forecast / Invoice
Spreadsheet Prepared

Ensure Requirements Understood by Team
Identify Equipment Needs
Identify Personnel Needs
Identify Software Needs
Identify Sampling Strategy
Allocate Project Team
Quality Plan
Allocate Tasks
Brief Project Team
Technical Review

PROJECT PREPARATION

Mooring Design/Fabrication
Purchase Consumables
Equipment Requisition
Software Prep/Testing
Equipment Prep/Testing
Equipment Shipping
Personnel Logistics
Technical ReviewDEPLOYMENT / RECOVERY

Pre Site Briefing
Record Operations
Record Instrument Set Up
Record Accidents/incidents - SP225
Report Equipment/S/w Problems
Post Site Debriefing
Arrange suitable return of equipment

ROUTINE QC

Record Incoming Data
Store in Digital Contract File
Process Data
QC Data
Issue Data to Client

External Data DATA ANALYSIS & REPORTING

Allocate Personnel
Initial QC
Report Equipment/S/w Problems - Intranet
Detailed Analysis
Report Preparation (Draft/Final)
Final Technical Review
Monitor reporting

REPORT PRODUCTION

Advise Admin Requirements
Prepare Report
Technical Review
Reprographics
Issue Report (Draft/Final)

DATABASE ENTRY

Report Library Keywords
Enter Report in Library Database
Enter Data Inventory/GIS

PROJECT COMPLETION

Client Satisfaction
Mark Contract Complete
Check Fully Invoiced
Prepare/Check Paper Archive
Check Draft/Final Reports in Archive
Mark Archive Box
Prepare Digital Data for Archive
Store Archive copy to Off Site
Contract wash up meeting

Client

Client

Client

Client

POMP

Design

Logistics

Squidcal

Sales Ledger

P
ro

ce
ss

 Im
pr

ov
em

en
t

PROJECT INITIATION / HANDOVER

Contract
Completion

Customer Focus &
Related Processes

 

FUGRO GEOS 
Quality Manual Level 1 
 
 

 

ISSUE 3 49  

Process Chart 5.1: Seasense / Seasystems / Seadata / Structural Monitoring 

Some elements common to all Divisions.  Bullet Points are considerations.  See also Processes Series 7  

Related Process Charts: 

• Customer Focus and Related Processes 

• Equipment Preparation •     Equipment Shipment 

• Purchasing  •     Mooring Design 

• Logistics  •     Squidcal 

• Sales Ledger  •     Contract Completion 



Quality Plan
Identify Resources / Software
Allocate Tasks
Brief Duty Forecaster via Job Plan
Ensure Requirements are
Understood by the Team

DATA SOURCES

Observed Data - Metars and Synops
Meteorological and Model Data
Satellite Imagery
Cyclone Warnings
Radar

SOFTWARE (METSYS 2)

Analysis and evaluation of data
Tabulation and graphical output
Include Weather Warnings

DELIVERY TO CLIENT

Facsimile
Telephone
Email
Webpage:  www.marineforecast.net

OPTIONAL REPORTING AND
POST DATA ANALYSIS

DATABASE ENTRY

WCS (if Consultant Forecast)

PROJECT COMPLETION

Client Satisfaction
Mark Contract Complete
Check Fully Invoiced
Prepare/Check Paper Archive
Check Draft/Final Reports in Archive
Mark Archive Box
Prepare Digital Data for Archive
Store Archive copy to Off Site
Contract wash up meeting

Client

Client

Client

Client

POMP

Logistics

Sales Ledger

P
ro

ce
ss

 Im
pr

ov
em

en
t

PROJECT INITIATION /
HANDOVER / PREPARATION

Contract
Completion

OPTIONAL ON SITE FORECASTER

Equipment Requisition (Laptop /
instruments / peripherals etc)
Specify software requirements for laptop
Buy in data
Arrange travel
Forecaster training / briefing

POMP

Logistics

Equipment Prep

Metsys2 HelpFile available on line
Seacast procedures available on line

Regional Procedures Manuals

Client

QUOTE PREPARATION

Raise Quote No.
Prepare Quote
Check Quote
Authorise Quote

CONTRACT AWARD

Check Contract matches Quote
Notify Ops./Reg. Director
Allocate PM & TR
Raise Contract Number
Filing System Prepared
Sales Forecast / Invoice
Spreadsheet Prepared

Customer Focus &
Related Processes
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Process Chart 5.2: Seacast 

See also Procedures Manual for the Seacast Division 

Related Process Charts: 

• Customer Focus and Related Processes 

• Equipment Preparation  

• Purchasing •    Logistics 

• Sales Ledger •    Contract Completion 



Import / Export

Receive Equipment

Quarantine Shelf

Write Off Clearly identified
Pending Area

Order Parts

Send to Supplier

Service

Useable Stock

Packed
Site

Calibrate

GRN

Record
Results

Record
Results

Green
Tag

D/N
Certs

Records

Key to FAIM Status:
1 = Tested Ready to Go
3 = On Contract
4 = Received Not Tested
5 = On Contract Not Svcd
6 = Unserviceable
10 = Written Off

Where FAIM is not used
as an equipment
controilling database, the
above FAIM codes are still
applicable

FAIM 4

FAIM 6

FAIM 10

FAIM 4

Purchasing
Processes

FAIM 5

FAIM 1

FAIM 3

Squidcal

Upcoming work /
Available stock?

Calibration status /
Data QC feedback?

Damaged /
Red Tagged /

Faulty?

Equip Ship

Triage -
Obviously faulty?

Yes

No

Immediately
required?No Yes

Triage -
Repairable?No Yes

Repair
In House?No

Yes

Calibrate
In House?

No
Yes

N/R

Service
required?

No

Serviceable?

Yes

Yes No

Serviceable?Yes No

Picked Required for
In House build?

No

System Build

Yes

Purchasing
Processes

Purchasing
Processes

 

FUGRO GEOS 
Quality Manual Level 1 
 
 

 

ISSUE 3 51  

Process Chart 5.3: Equipment Preparation  

Related Process Charts: 

• Purchasing Processes 

• Equipment Shipment  

• System Build  

• Squidcal 

• Import / Export 



Checked by Project Mgr /
Eng Mgr / Ops Mgr Select sub-contractor

(Sea / Land / Air)

Pick equipment and pack
appropriately

Documents

Receive Ocean B/Ls
from Agent

Review all documents
for accuracy and

completeness

Advise consignee of
shipping details and

distribute documents per
customer instructions

Agent makes C88 or
equivalent customs entry

if applicable

Receive stamped
copy of AWB as

confirmation

Receive
Certificate of

Shipment from
Haulier

SHIPMENT OR COLLECTION TAKES PLACE

Prepare all necessary
export documents

according to method of
shipment, customer and
regulatory requirements

incomplete
records

Records
correct

Sign off freight invoice and
pass to Accounts for
onward invoicing if

applicable

Records

Records

SHIPMENT METHOD

POST / COURIER :
prepare consignment

note / customs
declaration etc

AIRFREIGHT: prepare
copy HAWB and send

to agent with other
documents as

appropriate

SEAFREIGHT: send
Bill of Lading

instructions to agent

ROAD: send
appropriate

documents to haulier

Equipment Requisition
(Kit Request)

Raised

Import / Export
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Process Chart 5.4: Equipment Shipping  

Related Process Charts: 

• Import / Export 



Establish required
instrumentation regime
and gain authorisation

Enter water depth

Enter wire lengths and
types

Attach buoyancy and
instruments

Apply current profile

Run BUOY

Review results and
make adjustments

Prepare mooring
spreadsheet

Purchasing
Processes

S
ig

ni
fic

an
t c

ha
ng

es
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Process Chart 5.5: Mooring Design 

Related Process Charts: 

• Purchasing Processes 



Request for travel received

Research requirements
Provisional booking

Draft itinerary
Raise Travel PO

Agreement
Authorisation

Log to travel database.
TR number

Confirmation of booking.
TR number to agent

Database finalised
Itinerary emailed

Ticket / eTicket / TOD
Confirmation number
Other requirements

Traveller despatched

Immediate feedback
Problems in the field

Travel complete

Flights/Trains/Ferry
Hire Car/Taxi
Accommodation

Visas
Health requirements
Specific training

Research requirements

Amex statement
Travel agent zero rated invoice

Reconciled
Disputes resolved
(if applicable)
Paid

Feedback

P
ro

ce
ss

 Im
pr

ov
em

en
t

POMP

Charged to AmEx Card

Client advice
Agent advice
FCO advice

Weather window
Go / No-go etc

Filed
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Process Chart 5.6: Logistics  

 

Related Process Charts: 

• Purchasing Processes
54  



SQUID

Internal/External
calibration record

User login and
authentication

Data committed to database by an
authorised and competent person with

data insert privilege

Approve Calibration by an authorised
and competent person with data

approval privilege

Online help

Privilege levels set within
 the database and

allocated when
user logs in

Enter instrument sensors information

Raw calibration data

Derive co-efficients

Query database

    - Approval status
    - Calibration status
    - Specifics on serial number
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Process Chart 5.7: Squidcal  

 

Related Process Charts: 

• Squid 
55  



Import raw data
Insert metadata and data into

database

Apply Quality Control and insert
QC parameters into database
Update data with validity flags

Approve Quality Control and
update dataset status in database

ALGORITHM
MODULE

Privilege levels
set within

 the database
and allocated

when user logs in

Apply calibration to signals within
dataset

Online help facility
available throughout

 application

VISUALISATION
MODULE

USER LOGIN AND
AUTHENTICATION

Apply analysis processes
appropriate to data type

Produce final data products in
accordance with scope of work

Produce derived datasets and
insert into database

Approve final data products

Produce graphics files and hard
copy (if relevant) of final data

products

Produce Calibration
Certificate for inclusion into a

final report (to client)

Final Data Products

Retrieve calibration coefficients
from SQUIDCAL

AUDIT TRAIL
All actions recorded in
audit trail in database

Pre-process data

Export datasets for supply to
client (if required)

Derive new
dataset?

Yes No

Calibration
required?

Pre-processing
necessary?

Yes

No

Yes No
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Process Chart 5.8: Squid  



INVOICE SPREADSHEET
(if applicable)

Tendering / Operations
Tendering team populate contract.xls spreadsheet
Completed from Schedule of Rates
Ensure ORCA details are correct
Note specific invoicing instructions on summary page
Check invoicing instructions are clear and correct
Handover to Project Team
On a regular basis, PM (or deputy) updates spreadsheet
with forecast and actual costs

DRAFT INVOICE

Operations
Ops Manager to advise which contracts
to invoice
Raised by Divisional Secretaries
Created monthly or sooner
Check deadline with Accounts
Invoice checked by Project Mgr / Ops Mgr
If possible, agree invoice contents with
Client before publishing
Prepare back up as required by Contract

INVOICE

Sales Ledger
Logged and Saved
- Contract File
- Accounts Server
- Day Book
- Shortlands
- Invoice file

AUTHORISATION

Ops Manager / Div Director

DESPATCHED

Sales Ledger
Despatched per contract
- Back up
- Copies
- Addresses
Monthly Statement

DEBTORS SYSTEM

DISPUTED / LATE PAYMENT

Project Manager / Divisional Director
PM responsibility to ensure invoice approved
for payment
PM checks with Client contact that invoice
has been passed for payment
PM defines any disputed amounts and obtains
clients assurance to pay undisputed amounts
Discuss disputed portion with Div Dir and plan
appropriate course of action

Sales Ledger
Sales Ledger responsibility to chase payment
regularly

PAID

All Parties
All  parties responsibility to update debtors
database, including communication notes

Sales Ledger
Accounts System
Banking
Filing

UPDATE SYSTEM
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Process Chart 5.9: Sales Ledger  

 



OPERATIONS

ICTADMIN

Contract identified as ready to archive in
Ops Meeting or by Project Manager

Operations or Divisional Secretary
notified.  Contract Completion Checklist

raised and Section 1 completed

Form passed to PM, who completes
Section 2 and passes to Administration

Administration marks contract 'Complete'
in ORCA and fills  in Section 3 of form

Paper files are archived and archive box
number added to ORCA

If digital archive has been completed,
request Database Manager marks

contract 'Archived' in ORCA

ICT search for 'Completed' contracts and
commence digital archive

Digital Archive Form raised and
completed.  Archive location added to

ORCA

If paper archive has been completed,
request Database Manager marks

contract 'Archived' in ORCA

Database Manager marks contract
'Archived' in ORCA
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Process Chart 5.10: Contract Completion  

 



Notification / Complaint
received from customer

Atex Responsible Person initiates investigation and considers:

Customer / Supplier involvement in investigation
any previous instances
all other similar equipment / locations / circumstances,
noting serial / identification numbers of affected product
STOP
advising authorities / notified body

Technical
Drawing

For levels of authority,
responsibility, circulation etc, refer

also to Process Chart 10.0

Designated Person carries out thorough examination
(including risk assessment if applicable) and considers:

Appropriate corrective measures
Appropriate preventive measures

Atex Responsible Person instigates appropriate
corrective and preventive measures and considers:

Product recall
Drawing / Design Changes
Customer-wide notification
Notified body notification
Press release
Supplier review

Draughtsman instigates drawing changes

Atex Responsible Person:

Completes report for file
Liaises with and copies in Management Representative
Maintains records for at least 10 years
Reviews the effectiveness of actions
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Process Chart 5.11: Handling of Delivered Non-Conforming Product 

Related Process Charts: 

• Customer Complaints 

• Technical Drawing 



Regional Sales 
Overview 

Review of media and 
ongoing discussions with 

clients and potential clients 
to identify work prospects

Divisional Meetings (Monthly)

∪ Review tendering activity - 
Ps and Qs generated

∪ Update of current prospects (sales) 
and quotes (tendering)

∪ Identify potential for sales activity
∪ Review contact reports generated
∪ Advise of planned sales activity

Enquiry

∪ Through Sales Team
∪ Through existing client network 

(referrals or direct contact)
∪ Through other Fugro OpCos
∪ Through operations team
∪ Through website

Global Sales Overview 
(Fugro)

Network of sales team globally - 
identify prospects for each 

operating company and inform 
by circulated contact report.

Regular joint marketing 
meetings

General Client Contact

∪ Phone call
∪ Meeting 
∪ E-mail
∪ Client Feedback System

Key Client
Planned Meeting Form

∪ Issue planned meeting form to inform others that a key 
client or a contact that may influence more than one 
division, region or OpCo will be visited

Contact Logged in Database.

∪ Contact report from issued and circulated to sales and tendering team and 
divisional/regional directors and others at the discretion of the Sales Person

∪ Contact details - address and brief summary of conversation entered into 
company database

∪ Actions (e.g. write budgetary proposal, send brochures etc) recorded in 
database and viewed via database

∪ Actions must be SMART
∪ Prospect, quote or contract number raised / promoted or killed if required and 

as appropriate

Follow Up 

∪ Check in database if client has been contacted
∪ Check status of prospect, quote or contract(s) 

and log call in database
∪ Check actions have been competed

Raise, Promote or Kill a 
Prospect, Quote or Contract:

∪ PQC0 - Ocean Numerics
∪ PQC1 - SeaSense
∪ PQC2 - SeaSystems
∪ PQC3 - Structural Monitoring
∪ PQC4 - SeaCast
∪ PQC5 - SeaData
∪ PQC7 - SeaWatch
∪ PQC8 - River / SoilWatch

Action

∪ Ensure resources are in place to service 
potential contract

∪ Undertake necessary actions by required 
deadlines (e.g.  ITT)

∪ Advise all concerned if deadlines or 
actions should change

∪ Secure sale or follow up
∪ Review requirements
∪ Check documentation
∪ Obtain appropriate authorisation

Design and 
Development

Service Realisation 
& Provision
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PROCESSES SERIES 6: CUSTOMER FOCUS & RELATED PROCESSES 

Quality Objective 
To ensure customer’s needs and expectations are understood and may be met, products are services are 
adequately advertised internally and externally and order requirements are adequately defined and 
documented.  In additional, all potential orders are reviewed at the enquiry and quotation stages, and 
again at sales order receipt ensuring that the organisation has the capability of meeting order 
requirements.  Any differing requirements must be resolved.  Obligations related to services, including 
statutory and regulatory are considered when determining those needs and expectations. 
 
Responsibility 
It is the responsibility of all personnel involved with customer related processes (especially Marketing and 
Sales) that products and services and customer needs and expectations are understood fully and 
communicated in order to ensure client satisfaction and that required products are fit for purpose. 
 
Processes 
Process Chart 6.0: Overview of Sales  

Related Process Charts: 

• Service Realisation and Provision 

• Design and Development 



Marketing, in consultation 
with relevant personnel, 
determines requirements

Receives request for 
requirements from relevant 

personnel

Marketing assimilates all 
relevant material to fulfil 
request, to edit and to 

produce proof

Proof to be approved by 
those who requested it, by 

Top Management and / or by 
customer and / or Fugro 

Group

On approval, production is 
carried out internally or 

externally

Delivery
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Process Chart 6.1: Overview of Marketing  
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PROCESSES SERIES 7: DESIGN & DEVELOPMENT 

Quality Objective 
To ensure customer’s needs and expectations are understood, verified, validated and carried out when 
designing and developing new products for the customer.  All obligations related to service or product, 
including statutory and regulatory are considered when determining those needs and expectations. 
 
Responsibility 
It is the responsibility of the Development Team to determine the design and development stages and the 
steps in review, verification and validation as appropriate of the system design and development to 
ensure internal customer satisfaction.  It is also their responsibility to ensure effective management of 
communications between the different groups involved in the design and development as well as a clear 
assignment of responsibility.   
 
It is the responsibility of the Operational Divisions to build and configure the systems, incorporating, if 
appropriate, any new, systems acceptance tested, design and development products to ensure external 
customer satisfaction. 
 
Definitions 
 
Document Purpose 
Closeout Checklist Includes:     Lessons Learned           Follow Up Actions  

Component Design Document (CDD) The detailed technical specification and design of the components of the system. 

Component Test Certificate CTC) Test certificate for an individual component ensuring compliance with the CDD. Approved by 
Development Project Manager. 

Concept Document To propose or highlight an idea, and/or to develop an understanding with the customer of their 
needs and potential current and future solutions 

Customer Acceptance Test Certificate Test Certificate confirming conformity of system with URD. Approved by internal customer. 

Factory Acceptance Test (FAT) 
Certificate 

Test Certificate confirming conformity with Customer's contractual requirements. Approved by 
external customer. 

Functional Specification (FS) To develop with a customer the outline specification for the functionality of a new product or 
upgrade or change to an existing document. Includes the business case for the work 

Project Mandate Authorisation to proceed with specified task.  Must refer to specific process document revisions 

Project Plan Resourcing, timetabling and budget for the project.  (e.g. Gantt Chart) 

System Requirements Document (SRD) The technical design of the system/product at the highest level including description of the 
components into which the design shall be broken. 

Tech Spec (TS) "Tech Specs" used for inclusion in tenders, sales work, etc include outline details for the 
functionality of a product.  

Technical Instruction (TI) Addition to Tech Spec providing further information on the product or service to support 
tendering and sales teams. Not for release outside Fugro GEOS. 

Technical Manual Detailed technical manual for engineers use. May contain sections, which are not released 
outside Fugro GEOS.  

User Guide Instructions for the "normal" end user. To enable standard installation and use of the product. 

User Requirements Document (URD) The detailed specification by the user of the requirements for a new product or change(s) to an 
existing product. The document is provided as a series of specific, unambiguous requirements, 
together with prioritisation. 
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Customer
Requirements

-  Help Desk
-  Divisional Meetings
-  URD
- Sales Contact Reports

Review
Requirements

-  Development Group Tech Review
-  Assign resources
-  Prepare plan in accordance with strategy
-  If not in accordance with strategy, refer to Management Board
-  If product already available, bypass D&D Stage

Design and
Development

-  Verify and validate Design and Development Plan
-  Develop product for internal customer
-  Customer acceptance testing

Build System
-  Review external customer requirements
-  Build in accordance with specification
-  Buy in sub-product(s) if required

Configure System

-  Verify and validate System to requirements
-  Carry out Pre FAT
-  Carry out FAT (if required)
-  Deliver system
-  Carry out Site Acceptance Test (if required)

Development
Reporting

Sales Contact

Response to ITT /
Request for Proposal

Contract Award

Development Request

New Development

Development
Execution

System Build and
Configuration

System Build and
Configuration

Authorisation

Authorisation

Authorisation

Authorisation

Authorisation

Customer satisfaction
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Processes 
Process Chart 7.0: Overview of Design & Development 

Related Process Charts: 

• Development Reporting 

• Sales Contact 

• Response to ITT / Request for Proposal 

• Contract Award 

• Development Request 

• New Development 

• Development Execution 

• System Build and Configuration  



No

Yes

Start "Development
Reporting Process"

Monthly Development
Steering Group Meeting

Fortnightly Development
Report to Managing

Director

Development Group
technical review

Is this of
interest to development?

End

No

Yes

Sales
Contact
Report

Is issue
in line with present
technical strategy?

Directors'
Development

report

Development
protocols

Development
technical

procedures

Development
process

documents

Contact Originator

End

Update Development
Steering Group
documentation

Divisional
Meetings

Alert

Helpdesk
requests

Development
Steering Committee
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Process Chart 7.1: Development Reporting  



No

Yes

No

Yes

Yes

Yes

Yes

Start "Sales Contact
Process"

Opportunity to
Supply

Sales contact
with customer

Develop offer in line
with business strategy.

End
(go to "Start Response
to Invitation to Tender")

Customer satisfied? Refine ideas

Will customer
sole source?

Tender for supply
issued by customer

No

No

End
(go to " Start Request for Proposal"

Individual client
requirement?

Process
through
project

manager

New sale
opportunity?

End
(go to "Start Development

Request Process")

End
(go to "Start Development

Request Process")

Present to customer Conceptual design

Development Group
technical review

Is requirement
satisfed by

existing products?

Customer
Interest? End

No

Yes

No

Sales
Contact
Report

Sales co-ordinator

Development
Co-ordinator

Client
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Process Chart 7.2: Sales Contact  

Related Process Charts: 

• Response to ITT / 
Request for Proposal 

• Development Request 



Yes No

No

Yes

Yes

Yes

No

No

No

NoNo

Start Response to
Invitation to Tender

Can requirements be
satisfied with

existing products?

Appoint Development
Co-ordinator

Are the requirements
technically feasible?

  Does the proposed
technical solution align
with technical strategy?

Create provisional costing and
timescale for proposed solution

Start
Request for Proposal

Work with customer to define
Scope of Work.

Influence in line with company
strategy

Ccustomer
satisfied?

Make
offer

Management Board
Approval?

Make
qualified

offer

End

Decline to
tender

Resources
available?

Assess costs and timescales
against forecast commitments

End
(go to "Start Contract Award

Process")

Executive Board
Approval?

End
(go to "Start Contract Award

Process")

Development Group
technical review

Initial review of tender
documents for technical and

commercial requirements

Management Board
prioritisation

and strategic review

Yes

Appoint Development
Co-ordinator

Yes

Yes

QuoteQuote

Divisional Director
or delegate.

Development
Co-ordinator

Divisional Director or delegate
sends tender documents to

development point of contact

Divisional Director or delegate
sends tender documents to

development point of contact
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Process Chart 7.3: Response to Invitation to Tender / Request for Proposal 

Related Process Charts: 

• Contract Award 



Yes

No

No

Yes

No

Yes

No

Start Contract Award
Process

Conditional
acceptance of offer

(technical)

Unconditional
acceptance of offer

Review functional
specification, documentation

and timescales
Accept conditions?

Development Group
technical vetting

process

Specification and
documentation
satisfactory?

Revise specifications and
documentation

Can contract be
satisfied with

current products?
Configure and supply

Acceptance of
Contract

Adapt technical
proposal in line with

technical and
business strategy

End

Yes Make alternative
offer?

Present to customer

Customer satisfied?

Yes

No

End
(go to "Start Development

Execution Process")

Project
Mandate

Contract Manager

Development
Project Manager

Customer
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Process Chart 7.4: Contract Award  

Related Process Charts: 

• Development Execution 



No

Yes

No

Yes

Yes Yes Yes

Yes

No

NoNo

Yes

No

Is the request
a "bug fix"

(off-specification)?

Is it a
request for change

to an existing
product?

Is the issue due to
user error?

End

Is it a known
limitation of

present
functionality?

Advise user and
update help desk

call

Is proposal
in line with present
technical strategy?

Problem through
poor documentation

or training?

Review and update
documentation

Advise user and
wider user group

Close help desk call

End
(go to "Start New Development

Process")

Divisional Manager
Approval?

Yes

Start Development
Request Process

Add request to Helpdesk
describing issue, required
resolution, and timescales

Add supporting
documentation to help

desk request

Development review
process

No

No

Yes

Yes

No

Assign to developer for
investigation and

correction

Management Board
prioritisation and strategy

review

Executive Board
approval?

Management Board
approval?

Update help desk with
details of requirements

and timescales

Prepare  Functional
Specification

End
(go to "Start Development

Execution Process")

Div Mgr
 authorisation
(within budget

tolerance)

Functional
Specification

Project
Mandate

Project
Plan -
Outline

GEOS staff

Development
Project Manager BUGS

auto-
email to
Point of
Contact

No
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Process Chart 7.5: Development Request  

 

Related Process Charts: 

• New Development 

• Development Execution
 3 68  



Fugro GEOS/Oceanor
board approval?

Yes

Yes

Yes

Yes

Start "New Development Process"

Submit Functional Specification
to the development group for

review

Update/revise
Functional Specification

Is Functional
Specification adequate

for management review?

All Functional Specifications/
costings reviewed and prioritised

at
6-monthly Management Board

Meeting

Management Board
Approval?

Submit prioritised list and User
requirements document to

Executive Board for
consideration against plan and

funding approval

Executive Board
approval?

Funding request submitted to
Fugro GEOS/Oceanor board for

approval

End

Project to remain
 on list of Management

Board development
objectives?

Inform originator

End
(go to "Start Development

Execution Process")

Produce outline costing and
resource implications

Create Functional Specification,
outlining requirements

Functional Specification, costing
and resource implications added

to development list

Produce User requirements
document and costings for
highest priority objectives

No

No

No

Yes

Yes

No

No

Functional
Specification

Project
Plan -
Outline

User
requirements

documentProject
Plan -

Detailed

Project
Mandate

GEOS staff

Development
Project Manager
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Process Chart 7.6: New Development  

Related Process Charts: 

• Development Execution 



Develop Project Plan
- Detailed

Start "Development Execution
Process"

Kick Off meeting

Accept
Project Plan -

Detailed?

Develop Initiation
Stage Plan

User requirements
gathering

System requirements
gathering

Detailed design

Implementation and
documentation

Approved by
Development Project

Manager?

Test against
test plan

Advise Development
Project Manager

Update system
documentation

System
requirements

document

Component
Test

Certificate

Contract Manager
Review

Accept Initiation
Stage Plan?

Present system for
acceptance testing

System accepted

Training and support

Factory Acceptance
Test

Review and
close out

Technical
Specification User Guide

Technical
Manual

Follow-on
Actions

Project
Closure

Checklist

Training
material

System

System
Acceptance
Certificate

Yes

Yes

No

No

Yes

Component
Design

Document
and Test

Plan

Lessons
Learned

User
requirements

document

Project
Mandate

Functional
Specification

Project
Plan -

Outline

Project Plan
- Detailed

No

User
requirements

document

End

Customer
Acceptance Test

Customer
Acceptance

Test
Document

Customer
Acceptance Test

pass?

No

Yes

Is FAT
required?

Yes

NoReady for
acceptance?

No

Yes

FAT pass?

Yes

No

Project
Team

Acceptance
Test Plan

Training
Plan

Support
Plan

Factory
Acceptance

Test
Certificate

GEOS staff

Development
Project Manager

End

Yes

No

Management
Board decision to

proceed?
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Process Chart 7.7: Development Execution  



SM Design &
Engineering

Customer
Contract

Contract Review
Meeting

FAT Schedule &
Documentation

Customer
Approval

Pre-FAT
to validate to
specification

Competent
Engineer

Punch List Resolve

Customer FAT

Document

Customer
Acceptance

Write Operator's
Manual

Despatch Product (s)

Set up Maintenance
Schedules if required

Records

Records

Equipment
Shipment

Svc Realisation &
Provision

Passed

Punch List Resolve Document

Questions

Passed

No

No

Yes

Yes

Customer FAT
required?

No

Yes

C
us

to
m

er
 S

at
is

fa
ct

io
n

Customer
Acceptance

Records

Passed

Yes

Site Acceptance
Test required?

Site Acceptance
Test

No

Yes

Log serial numbers of parts and
component parts with contract number

Punch List Resolve Document
No

Technical
Drawing

System Build /
Upgrade

Purchasing

Project Progress Sheet
Equipment
Software
Ancillaries
Documentation
EX Equipment

Pick and pack with (or separate from, as required):
- Operators Manual
- Calibration  / Type Conformity Certificates
- FAT  results if required
- Any other documentation required  ( including Ex 
Documentation)
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Process Chart 7.8: System Build and Configuration  

See also CCTV User Manuals for Fixed Camera Station and Pan & Tilt Camera Station 

Related Process Charts: 

• Technical Drawing 

• Purchasing 

• Equipment Shipment 

• Service Realisation 
and Provis

• Structural Monitoring 
Design & Engineering  

ion 



Customer or Project Manager:

Provides block diagram
Determines drawing requirements

Draughtsman:

Collects / constructs / amends / stamps / updates
revision status of drawings
Provides drawings as required:
- Block diagrams
- General arrangements
- Wiring diagrams

System Build and
Configuration

Draughtsman / Document Controller:

Files drawings against Contract number on system
Files drawings against vessel / client names in hard copy format
Cross referencing system is available

Document Controller:

Ships to Client
Proof of despatch filed on Contract file

Project Manager / Atex Responsible Person:

Checks, authorises and signs off

Customer:

Checks and authorises

Draughtsman / Document Controller:

Controlled issue from Master Document
History maintained
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Process Chart 7.9: Technical Drawing 

Related Process Charts: 

• System Build and Configuration  



Concept Design
(Technical Proposal)
Review Meeting

Concept Selection Meeting

Customer
Specification

Sufficient
specification details

to proceed?

Supplier spec
sheets and

technical articles
/papers to

support 'custom'
design

Develop 3 to 4
alternative concept
(1-2 page) outlines

Performance
data from
existing

'standard' Fugro
designs

Concept design
document

(commerical
proposal) issued

Prepare selected
concept design

(technical proposal)
document

Get addional
information from

customer

Concept with
acceptable risk /
reward found?

Concept Selection Hold
Point (Internal)

Concept 'n'

Identify exceptions
to specification for

this concept

Concept 'n'

Identify technical and
commerical risks and

mitigation actions
required  in concept

Concept 'n'

Identify
qualification tests
(if any) required

Collate &
compare

Concept 'n'

Identify
advantages of
concept (wrt

others)

Concept design meets
technical and commerical

criteria?

Concept / Technical
Proposal Hold Point

(Internal)

Stage 1 - Concept Design and
Engineering Proposal Preparation

Possible to find
concept that meets

risk /reward?

No-bid project

N

Y

N

N

N

Y

Y

Y

Note: This is the CI
feedback path from
previous projects

Standard
Product?Y

N

Modify
concept
design

Prepare Standard
Design (technical

proposal)
document
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Process Chart 7.10: Structural Monitoring Design and Engineering 



Project Initiation Meeting

Customer
Specification

Detail design
documents issued

Concept Design /
Technical proposal

Documentation

Engineering
Exceptions and
Amendements

Prepare Functional
Requirements

Document

Prepare Initial
Project Schedule

Generate Initial Bills of
Materials

Start Document
Register

Functional Requirements
and other project docs. accepted

by Customer?

Project Initiation Hold
 Point (External)

Prepare Quality
Plan

Generate Initial
Development and Mfg.

Plan

Identify development and
mfg. assets required

Stage 2 - Detail Design

Y

N

Customer
Standards &
Regulatory

Requirements

Cascade functional
requirements and design

documentation to sub-systems

Prepare sub-system
interface definitions

Project approach
is single system
or mutiple sub-

systems?

Detail Design
Review Meeting

Detail Design
accepted?

Detail Design Hold
 Point (Inernal/External)

Y

N

Integrate into Detail Design
DocumentPerform detail design

process (see next page) on
system or each sub-system

Single Multiple

Update documentation

Sub-system
change impact

others?
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Sub-system
Design Review
Meeting

Sub-system design can be
demonstrated  to meets ALL

requirements?

Risk Analysis/FMEA

Collect additional data from suppliers,
standards, or test

Sufficient
data to evaluate

design?

Modify design

Sub-system Detail Design
Hold Point (Internal)

Prepare Detail Design Report

Y

N

Stage 2-1 - Detail System
or Sub-system Design

Note: The final sub-system
review can be omitted in a
single (monolithic) system
design project. This
ireview and hold stage is
replaced by the System
Design Review Meeting

Perform qualification testing

Supplier spec sheets

Technical articles & papers

Supplier
review

Design
reports

Performance
calulations

Interface
definitions

Manufacturability /
Testability

Prepare initial
drawing set
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Sub-system
Confirmation
Testing

System
Confirmation
Testing

Final Design
Review Meeting

Detail design
document(s)

Review
 Final Design

documentation
Final Design &

Mfg. documents
accepted?

Issue Final design
documentation

Build/write
prototype system

or sub-system
hardware/software

Test
 prototype to
specification

Test confirms sub-
system operates to

specification?

Modify
design

Build/write
prototype system

or sub-system
hardware/software

Test
 prototype to
specification

Test confirms sub-
system operation to

specification?

Modify
design

Test confirms
system operation to

specification?

System
Confirmation Testing
Hold Point (Internal)

Final Design
Hold Point (External)

Test full prototype system (including
interfaces) to specification

Stage 3 - Development of Final
Design

'Standard' or
'Custom' system?

Sub-system
Confirmation Testing
Hold Point (Internal)

Y

N

Y

N

Y

N

Y

N

Custom

Standard

Final Mfg.
Project Plan

Finalize Mfg.
Drawing Set

Finalize
Mfg. Bill of
Materials

Write
 Final Design
Doc. set(s)

Write
Confirmation
Test Results

Write Final
version of
FAT/SAT

Delivery &
Installation
Procedures
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Sub-system /
Supplier Tests

Approved
 Final Design

documentation

External
manufacutre and
assembly of sub-

system

Internal
manufacutre and
assembly of sub-

system

Supplier FAT
tests passed?

Sub-system FAT
tests passed?

Integrate complete
system

Resolve
performance

issues through
external Punch

List

Resolve
performance

issues through
internal Punch List

Place
 order on

component
supplier

Place
 order on sub-

system supplier

Passed goods
inward test?

Resolve or re-order

Stage 4 - Manufacture,
Assembly and Factory
Acceptance

Sub-system / Supplier
Tests Hold Point

(Multiple - Internal)

Y

N

Y

N

System Build &
Configuration
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Related Process Charts: 

• System Build and Configuration  



Import / Export

Purchase Order with
T&C sent to Supplier

Ensure timely delivery and
suitability of product as per PO

Goods In &
Bought Ledger

CAPEX

Assessment / Re-assessment based on:

Viability of Company
Criticality of sub product to end product
Demonstration of effective QMS
Certification of Supplier to an appropriate standard
Completion of Supplier Evaluation Questionnaire
2nd Party Audit
Supplier-Organisation-Client relationship
Above average rating on assessment of product provided

Completion of QA011B

Supplier removed
from ASL

Documents
filed

Purchase Order must:

Specify requirements clearly & precisely
Detail prices, any discounts and delivery date
Detail specifications, regulatory & all other requirements
Be sanctioned by an authorised signatory
Have Terms and Conditions attached
Be sent to the Supplier

Selection of New Suppliers

Requisitioner completes QA011A
Contact entered to ORCA

Approved Supplier List

MR or QA Rep reviews QA011A and
assesses Supplier based on criteria
Requisitioned re-assesses Supplier on
an ongoing basis
ORCA and other files updated

Ongoing
satisfaction of

criteria?

No

Yes

Purchase Order

Purchase raised on Approved
Supplier via Intranet through POMP

Asset & Stock
Procurement

Authorised? YesNo

POMP updated
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PROCESSES SERIES 8: PURCHASING 

Quality Objective 
To ensure effective and efficient purchasing processes are implemented for the evaluation and control of 
purchased product and services, in order that they satisfy organisation needs and requirements, as well 
as those of interested parties. 
 
Responsibility 
The Management Representative has overall responsibility for supplier approval and periodic reviews of 
the Approved Supplier List.  Responsibility is passed to the QA Representatives at a local level.  
Requisitioners have responsibility for choosing and maintaining the appropriate supplier, completing the 
required documentation and for placing appropriately worded purchase orders.  Purchase orders are 
approved by authorised staff. 
 
Processes 
Process Chart 8.0: Overview of Supply Chain Management and Purchasing 

Related Process Charts: 

• CAPEX 

• Asset and Stock Procurement 

• Goods In and Bought Ledger 

• Import / Export 



Asset

CapExed item, bought on A99KZQ,
which Fugro GEOS owns
Can include items for temporary use
on contract
Examples:
Desk top PCs
Office equipment
ADCP

Consumable

Items bought for one-off use

Items bought as stock on D84 BS(X)/BV(X)
Generally bought in bulk to attract discount
Will be booked to a specific contract, as
required, at a later time
Title transfers to Client at a later time
Examples:
20 x Camera housings
10 x RM Young Anemometers

Items bought for a specific contract on
CnnnnnKD(X)
Title transfers to Client at a later time
Examples:
Wave Radar
Ice Profiler
Cetacean Monitoring Equipment

CAPEX

Purchasing

Goods In and
Bought Ledger
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Process Chart 8.1: Asset and Stock Procurement and Control 

Related Process Charts: 

• CAPEX 

• Purchasing 

• Goods In and Bought Ledger 



Completes Capex
Authorisation Form(s).
Forwards for approval.
See QML2 Section 2

Capex Approval Form
returned to

Requisitioner

Capex Approval Form
copied to Accounts

Department

Requisitioner raises
Purchase Order
showing Capex

sanction number

Order sent to
Supplier as per

Purchasing Process

Authorisation of
Purchase Order

Updates spreadsheet

Loads into Capex
spreadsheet.

Purchase Order
details entered into

Accounts spreadsheet

Asset Description for
all operational items to

be confirmed with
Workshops

Accounts Spreadsheet
updated on monthly

basis

Capex PO's copied to
Workshops

PO Details entered
onto FAIM

On arrival of goods,
serial numbers

entered into FAIM

Produce Asset
Register Load Sheet
and copy to Accounts

REQUISITIONER UK REGIONAL
DIRECTOR ACCOUNTS WORKSHOPS

Asset Register
Updated

Obtains Approval.
Allocates Saction

Number
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Process Chart 8.2: Capital Expenditure (CapEx)  

Related Process Charts: 

• Purchasing 



Invoice received

Invoice / credit note placed on Diary
and sent to Manager for resolution /

authorisation

Returned to Accounts

Authorised

Paid

Goods Received

Goods checked against
delivery note by

designated person

Entered to POMP
by line

  Requisitioner advised of
receipt of goods with

automatic Email

POMP updated - Delivery
note checked against PO

specification

Holding area

Contact Supplier for resolution

-  Goods
-  Invoice
-  Credit Note
-  Alternative option

Check course of
action with

requisitioner if
goods incorrect

Credit note received

Update POMP & re-
authorise by Manager

Requisitioner / Warehouse /
Goods In Function

Accounts Function

File
delivery

note

Purchase Ledger -
Cleared ready for

payment

Goods OK?Yes No

Invoice / credit note
matches with PO goods

received lines?

No

Yes

Manager
OKs?

Requisitioner
disputes

No

Yes

Equipment Prep

Import / Export

Quarantine
area

Any reason
not to pay

noted?

Yes

No
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Process Chart 8.3: Goods In and Bought Ledger  

Related Process Charts: 

• Purchasing 

• Equipment Preparation 

• Import / Export 



Requester completes
Library Acquisition Form
and sends to Library Co-

ordinator

Library Co-ordinator
contacts Suppliers

Library Co-ordinator
raises Purchase Order
and sends to Supplier

Library Co-ordinator
receives Item and logs

into Database

Item is sorted into
subject areas and is
assigned a reference

number

The item is passed to Requester
or filed in Library under

appropriate subject area

Library Co-ordinator notifies
Requester of Item’s arrival

Library Co-ordinator
advises Requester item

not available

Purchasing

NB: In UK the ISDN/ISBN
code (where available) will

be scanned into the
database and the system
will automatically enter the

item’s details.

Item available
and delivery within

timescale?

No

Yes

Requisitioner
amends

requirements if
applicable
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Process Chart 8.4: Control of External Documents 



Equipment

Returned from site and
cleared as:

PurchasingOTHER
(e.g.  Purchasing

process)

British Returned
Goods

Ship End UseTemporary ImportPermanent ImportShip End Use

Equipment
Preparation
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Process Chart 8.5: Import / Export 

 
Definitions 

Equipment Types 
 P

ay
 V

A
T 

im
m

ed
ia

te
ly

 

P
ay

 D
ut

y 
im

m
ed

ia
te

ly
 

Comments 
 

Ship End Use ADCPs from TRDI 
Modems from 
LinkQuest 

No No For items that will belong to GEOS 
For permanent import / testing and storage 
Cannot be used within UK+12 miles unless for testing 
Requires Ship End Use Licence (held in Wallingford) 
HMR&C require monthly reports of movements, disposals, transfers 
Requires secure storage area 
 

British Returned 
Goods 

Equipment from site No No VAT and duty may have been paid on initial import 

Permanent Import Anything Yes Yes Free circulation within EU and circulation outside EU 
 

Temporary Import Sub-products for 
build /  
onward sale / 
shipping outside EU 

No No HMR&C normally allow in UK for 6 months 
HMR&C notified when item shipped, using “Simplified IPR Suspension 
Return”, which shall include:   
Agents entry form  Inward packing list 
Outward packing list Shipping details 
 

ALL ITEMS MUST BE CLEARLY AND UNIQUELY IDENTIFIED, SECURELY STORED AND TRACKED 



Asset & Stock
Control

PPM

Determine monitoring and
measurement to be undertaken

and provide suitable devices

Ensure suitable
storage

Identify all
calibration devices

Ensure all monitoring and
measurement devices are on
calibration record sheet with
description and frequency

Calibrate at prescribed intervals
by equipment traceable to
National or International

Standards either internally or
externally

Re-calibrate any
device out of

calibration and check
previous work

Update database
and file records
and certificates

Purchasing

Equipment Prep
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PROCESSES SERIES 9: MONITORING & MEASURING DEVICES CONTROL 

Quality Objective 
To determine the monitoring and measurement to be undertaken and the monitoring and measuring 
devices needed to provide evidence of conformity to determined requirements.  To establish processes to 
ensure that monitoring and measurement can be carried out in a manner that is consistent with the 
monitoring and measurement requirements 
 
Responsibility 
Control of monitoring and measuring devices is the responsibility of the Engineering Manager / Local 
Workshop Co-ordinator.   Records and equipment shall be suitably and securely stored but accessible to 
authorised persons. 
 
Processes 
Process Chart 9.0: Overview of the Control of Monitoring & Measuring Devices  

Related Process Charts: 

• Purchasing 

• Equipment Preparation 

• PPM 

• Asset and Stock Control 



Carry out annual
stock check

Create audit in
database

Total asset list
produced

Strike all 'On
Contract' items

Create list of
equipment by

location

Reg / Div Head or
Eng Mgr to
forward to

Equipment Reps

Items located and
checked against
FAIM / local lists

Discrepancies
noted

Returned to
Engineering

Manager
Update FAIM

Reports required may include:

Verification Report - random check report
Verification summary - sent to Fugro NV
Assets not found at audit

Further Investigation may include:

History of equipment (from FAIM)
Double checking

Further
investigation

Carry out write
offs as required

Reduced list of
items of negligible

amount

Criteria may include:

Age of asset
Usefulness of asset
Full depreciation
Value

Carry out updates
as required

Authorisation

Close audit

Authorisation

Print reports as
required
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Process Chart 9.1: Asset and Stock Control Verification  

 



Identify assets requiring
planned preventive

maintenance

Identify schedule and
maintenance
requirements

Carry out PPM Competent person

Examples may be:

Electrical Equipment
Life Jackets
Fork Lift Truck

Does it comply?

Return to stock

Yes

No

Repairable?

Repair

Fit for use?

Write off

Yes

Yes

No

No
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Process Chart 9.2: Planned Preventive Maintenance  

 



Go to Equipment
Fault  Page on

Intranet

Select New Incident
Report

Complete all
Sections, noting if
Equipment and/or

Data Loss

Submit to Equipment
Fault Database (EFD)

EFD Co-ordinator
notified

Assign to Designated
Person

Investigate /
Comment and
Update EFD

EFD Co-ordinator
notified

Instigate and check
appropriate corrective

and preventive
actions

Close out Incident
Report

Rework product(s)
Change procedures
Advise staff
Financial considerations
Monitoring & measuring
etc
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Process Chart 9.3: Equipment Fault  



Receipt of Client
Complaint

Raise Complaint &
Action Record

Determine course
of action within 3

working days

Co-ordinate
investigation of

complaint

Regional /
Divisional Director

Management
Representative

Project /
Operations
Manager

Acknowledge
complaint within 1

working day

Managing Director

Central Complaints
Log & File

Advise Client

Agree actions
and timescales

with internal
parties and Client

Complaint and Action Record shall be updated
as complaint progresses
Management Representative must be kept
informed at each step in process
Central Complaints Log is updated as complaint
progresses and available via the Intranet
Central File and Local File should be consistent
Managing Director is appraised at least monthly
Client is advised who is the investigating party
and to whom the complaint may be referred to
Also see Process Chart 5.11

Designated
Person

Actions carried out
as agreed

Local QA
Representative Local File

Complaint Co-
ordinator

Solicit Feedback from
Client regarding

handling and close out
of complaint

Management
Representative

Close out
Complaint

Investigate
complaint

Determine root
and contributory

causes

Suggest
preventive and

corrective actions
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PROCESSES SERIES 10: CUSTOMER COMPLAINTS 

Quality Objective 
To ensure any negative responses from customers are dealt with efficiently and professionally and to 
promote customer satisfaction and continual improvement.  In dealing with the complaint, full investigation 
shall be carried out in order to determine the validity of the complaint and to establish the root and 
contributory causes giving rise to the complaint and to identify and put in place the appropriate corrective 
and preventive measures. 
 
Responsibility 
It is the ultimate responsibility of the Managing Director to ensure that complaints are dealt with 
appropriately.  It is the responsibility of the Management Representative to facilitate this process and the 
responsibility of process personnel to carry out this process in a timely and effective manner. 
 
Processes 
Process Chart 10.0: Management of Customer Complaints  

Related Process Charts: 

• Delivered Non-conforming Product 
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