
Contractor Management System Document Table
	Document
	Purpose
	When

	PM Qualifications
	Aid in the process of approving Project Managers.
	Hand out to Project Managers before they are approved and annually thereafter. 

	PM Approval
	Notify Project Manager of status (approved/rejected) and areas needing improvement.
	Put forward after examination of Project Manager’s application and document submissions.

	PM Specifications
	Inform Approved Project Managers and Client Reps of specific requirements and responsibilities.
	Provide to Project Manager after approval.

Provide to Client Rep after approval.

	PC Agreement
	Identify the company who assumes Prime Contractor status and when that status is over (from inception to end of job).

Designate Prime Contractor status to a Project Manager and Project Manager to designate Prime Contractor status to a new Prime Contractor. 
	Owner to complete with Project Manager at inception of job and Project Manager to complete with each Prime Contractor when transfer of status is necessary. 



	PC Safety Report
	Enables Prime Contractor to calculate incident rates and identify trends.
	Project Manager to provide to Prime Contractor. 

Prime Contractor to complete and submit to Owner and Project Manager after job is complete.

	CR Qualifications
	Aid in the process of approving Client Reps and specifying their responsibilities.
	Hand out to Client Reps before they are approved and annually thereafter.

	CR Approval
	Notify Client Rep of status (approved/rejected) and areas needing improvement.
	Put forward after examination of Client Rep application. 

	CR Field Report
	Aid in guiding Client Reps with their field observations to ensure PMs, PCs and other contractors are in compliance with Company standards and other legislative requirements.

Allows for documentation of project progress.
	Submit to Owner as specified for each job.

Submit to PM, PC or other contractors when corrective actions are required.


PM – Project Manager 

PC – Prime Contractor

CR – Client Representative
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