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6. ATTACHMENTS

1. GENERAL

1.1 Scope

1.1.1 This instruction covers the requirements for technical documents (hereinafter referred to as Vendor Document(s)) to be submitted by the Vendors to Nargan Company., hereinafter called Purchaser, in accordance with "VENDOR DATA REQUIREMENTS" shown in the Material Requisition / Purchase Orders / Contracts relevant to supply of equipment or material for LIDCO, Pars SEE Zone, Assaluyeh, Integrated Methanol and Ammonia Plant 3000 MTPD MeOH / 900 MTPD NH3 PROJECT
1.1.2  This instruction for Vendor documentation does not cover the documents concerning the shipping and packing.
1.2 Definitions
1) Vendor: The firm, cooperation or company with which the Purchaser order is to be placed.
2) Sub-Vendor:  The person, firm or cooperation which supplied Vendor with material, machinery, tools, equipment, articles, items, or other work services which are used by Vendor in connection with this Purchase Order.
3) Purchaser: 


Nargan Company
4) Employer: 


Lavan Industry Development Company (LIDCO)
5) End User: 


Lavan Industry Development Company (LIDCO)
6) Plant Location: 
Pars SEE Zone, Assaluyeh
7) Project Title: 
LIDCO, Pars SEE Zone, Assaluyeh, Integrated Methanol and Ammonia Plant 3000 MTPD MeOH /900 MTPD NH3 PROJECT
8) Goods: 
The equipment, material and machinery to be supplied by Vendor as per the Purchase Order
9) Purchase Order:
The document and attachments which govern the Purchaser Order contemplated hereby including, but not limited to the Material Requisition, the documents listed therein and specifications, drawing, shipping and packing instructions and other descriptions or conditions contained herein and in such documents. 
10)  PCIM:  
Project Central Information Management (Website for exchanging Vendor documents)
1.3 Job Number
Job Number is an important identification for the documentation. All Vendor Documents / transmittals shall be marked with respective Job Number as follows. Purchaser Job No.: N278
1.4 Procurement Office and Location
Purchaser’s Procurement Team is located in below address:

· Nargan Company Office No. 211, Taleghani Ave. (Between Nejatollahi Ave  & Sepahbod Gharani Ave.) Tehran, Iran 1598917413
Tel: +98-21-88914926~30     
2. Correspondences/ Transmittals / Form of Vendor Documents:

All correspondences, transmittals and minutes of meeting shall be prepared in the following manner:

2.1 Language
The ruling language is the English language. All documents including drawings, specification, reports and correspondence shall be in the English language.
2.2 Correspondences

2.2.1   All technical and un-priced commercial correspondences shall be done through PCIM.
2.2.2 Priced commercial correspondences shall be carried out according to “Purchase Order General Terms and Conditions – N278-000-PQ-JSS-0000-001”
2.2.3 All Correspondences (such as through email, PCIM, etc) shall have sufficient Subjects. All shall start with “N278/ Methanol and Ammonia Plant/ LIDCO/ XXXX (Last 4 digits of PO number)/ YYY (Vendor Abbreviation)/ (Relevant Subject)”.
2.2.4 Minutes of Meetings will all have a reference numbering for each Purchase Order. Minutes of meetings with Vendor and considered as official and Vendor can Proceed based on any agreements stated in Minutes of Meetings. 
2.3 Transmittal

Submitting of Vendor Documents with official Transmittal will be done through PCIM. PCIM system automatically generates the Transmittal format / contents through PCIM. As soon as Vendor uploads documents through PCIM, transmittal is generated and a notification email is send to Employer / Purchaser for further necessary actions. 
2.4 Form of Vendor Documents
2.4.1 Numbering of Vendor’s Documents:
Vendor document numbering system shall be applied apart from vendor's own document numbering system, which means one document may be provided with two document numbers, one by this requirement as below numbering system and another by vendor's own document numbering system.

Vendor’s documents shall be numbered according to the following pattern:
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 Project No.
  
Abbreviation for “Vendor Document” 


Last 4 digits of PO. No.


Discipline

(Note 2- This is the same as the discipline name 

of MR. Numbering)

Document Type

(Note 3)


Serial Number

(Progressive Drawing Number (0001 and up))

Revision Number (01 and up)

Note 2: Department:

	EL :
	Electrical Equipment & Materials

	HE :
	Heat Transfer Equipment including Heater and Boiler

 and Heat Exchangers

	HS :
	Health, safety & Environment

	HV :
	Heating, Ventilation, Air Conditioning & Cooling

	IN   :
	Instrumentation

	ME :
	Static Equipment

	PI   :
	Piping Materials

	PR :
	Process & Chemical

	ST :
	Structure

	TL  :
	Telecommunication

	PM :
	Rotating Equipment

	CV:
	Civil

	GN :
	General


Note 3: Document Type:

	BOM:
	Bill of Material

	BD:
	Block Diagram

	CAL:
	Calculation sheet

	CAT:
	Catalogue

	CER :
	Certificate

	DIN :
	Data Acquisition

	DS :
	Data Sheet

	DIA:
	Diagram exclude PFD, P&ID, UFD & Single Line Diagram

	DWG:
	Drawing exclude Plot Plan, Layout, General Arrangement

	GAD:   
	General Arrangement Drawing

	EQL:
	Equipment List

	FS :
	Fabrication Schedule


	ITP:
	Inspection Test Plan

	IR:
	Inspection Record

	QCP :
	Quality Control Plan

	ISO:
	Isometric Drawing

	LIS :
	List / Index / Table

	LGD :
	Logic Diagram

	MNL:
	Manual

	MDR:
	Vendor Print Index & Schedule ( Master Schedule)

	MRP:
	Monthly Report

	ORC:
	Organization Chart

	OTH:
	Others

	PID:
	Piping & Instrumentation Diagram

	PC :
	Performance Curve

	PLN :
	Piping Plan

	PRG:
	Planning Program

	PLP :
	Plot Plan, lay-out & arrangement

	PRC:
	Procedure

	PRO:
	Process

	PFD:
	Process Flow Diagram

	GRP:
	Report (General)

	SCH:
	Schedule

	SLD :
	Single Line Diagram

	SP:
	Specification

	STD:
	Standards

	STR:
	Strategy

	ST:
	Structure

	SF:
	Safety, Fire Fighting & Environment Control

	TC:
	Telecommunication

	UFD:
	Utility Flow Diagram

	VLS :
	Vendor List

	WS:
	Welding specification


2.4.2 Document Title Blocks (CAD Format)

For document title blocks, refer to Attachment # 1

2.4.3 Document Blank Template (Word)

For document title blocks, refer to Attachment # 2
2.4.4 Document Blank Template (Excel)

For document title blocks, refer to Attachment # 3
2.4.5    Indication of Revision Marks and Numbers of on Documents

Each document revision shall have an identification mark.  All revised portion of the document shall be encircled by “cloud markings” for quick reviewing and returning by Purchaser.  Revised documents without “cloud markings” or appropriate markings of revision may not be reviewed by purchaser.
When new revision is occurred (either by purchaser’s previous comment or Vendor’s own reason), the markings of previous revision will be deleted and only previous revision numbers (or cloud markings), shall be retained.
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First Issue shall be started from “01”

2.4.6     Document Size
Drawing shall conform to ISO standard “A” sizes as specified in ISO recommendation R216 of the latest edition. All documents and drawings shall be folded to A4 size to compile in A4 size binder. 
Each drawing sheet shall have at least a 15mm wide margin on all sides. The left size space without letter/drawing shall be at least 24 mm wide for binding.
2.4.7    Computer Systems and Electronic Data Handover

All Vendor Documents shall be prepared using the following computer software:

· Text files: MS Word and/or MS Excel for windows

· CAD files: CAD information in a CAD electronic format shall be suitable for downloading into AUTO CAD version 14 or higher version, PC system.

· Other software will be specified in relevant requisition / Technical Clarifications / KOM if needs.

Data exchange will be through PCIM. Hard copies will only be required after approval of all documents at Final Data Book stage. 

2.4.8    VENDOR DOCUMENTS

Vendor shall submit the drawings and documents according to the "VENDOR DATA REQUIREMENTS" given in the applicable requisitions / purchase order. The following Vendor Documents shall be considered as a minimum.

1) Vendor Documents

a) Vendor Document Index & Schedule (VPIS)

b) Vendor Documents for Purchaser's approval

c) Vendor Documents for Purchaser's information

d) Installation, operation and maintenance instruction

2) Detailed fabrication and testing schedule

3) Memorandum and Minutes of Meeting

4) Spare Parts List (Commissioning Spare Parts, Capital Spare parts, Two(2) years Operation       Spare Parts)

5) Inspection Report and Record

6) Lubricants List

7) Consumable List

8) Special Tool List

9) Utility Summary

10) Effluent Summary

3. Vendor Document Submission & Purchaser’s Approval

3.1 Purpose of Document Issue (POI):

All vendor documents shall be submitted to Purchaser with the following issue purpose according to the stipulation of Requisition.  The submission purpose shall be clearly indicated on the original paper of the documents and transmittals. 

· FA:

For Approval
· FR:

For Review
· FI:

For Information
· AB:

As-Built

· AFC: 
Approved for Construction (Which will be applicable only for some special Purchase Orders which will be agreed upon at Purchase Order duration). 

Above Purpose of issue shall also be clearly indicated in Vendor’s Rev.01 “Vendor Print Index & Schedule” in “POI” column for purchaser’s review and approval. 

3.1.1 FA: For Approval

Drawings and documents are initially submitted with “For Approval (FA)” status to ensure that all of the information required by Purchaser has been included before the “As Built” revision. 

In the event that Vendor is requested to re-submit documents for approval by Purchaser, whichever were issued previously by Vendor at “For Approval” status, the documents after incorporating comments shall be re-submitted within two (2) weeks including transmission or mailing time after receipt of the commented documents from Purchaser. In this case, the documents shall be clearly marked “Re-issued for Approval” in their revision description column of the title block. 

3.1.2 FR: For Review

Documents which are not intended and not required to subject to obtain Purchaser’s approval shall be submitted to the Purchaser “For Review (FR)” in order to obtain the Purchaser’s criticism.  However, Purchaser will deal with the documents as “For Approval”, if he judges the documents must be handled as “For Approval”, not “For Review.
3.1.3 FI: For Information

Documents containing information only and need not to be returned by Purchaser shall be dealt as “For Information (FI)”.  However, Purchaser will deal with the documents as “For Approval”, if he judges the documents must be handled as “For Approval”, not “For Information”.
3.1.4 AB: As-Built 
After receiving purchaser's approval on the latest revision of vendor document and Upon completion of shop fabrication and inspection, Vendor shall submit “As-built” documents updating revision numbers to the third part inspector.  “As-built (AB)” documents shall contain all changes made during fabrication and inspection, if any, as well as the Purchaser’s comments given at FA / FI / FR stage. Third part inspector shall review the documents and stamp on them “As-built (AB)”.
3.1.5 AFC: Approved For Construction

This will be applicable for the Vendor where the Contract would be of EPC type (To be agreed with Vendor at Purchaser order stage). Hence after the Vendor document is approved, AFC revision shall be issued for Purchaser’s use before As-built status.
3.2 Purchaser’s Comments / Approval Status

Purchaser will indicate the following categories on vendor’s documents and Vendor shall proceed with the adequate subsequent work according to these categories.

Vendor shall revise the documents within 14 days (10 working days) after receipt of commented documents from Contractor. .  
3.2.1 Acceptance / Rejection Categories 

AP: Approved (Released for Manufacturing): Vendor can proceed with the subsequent work.
AN: Approved as noted for Fabrication (Fabrication may Proceed): Vendor is not essentially required to do any rework or redesign.  Therefore, Vendor may proceed with the subsequent work/ fabrication if Vendor agrees to the comments and implements the comments in next revision of the documents.  The revised documents, which comply with the comments, shall be submitted to Purchaser for obtaining final Approval status.

NF: Approved as Noted for Re-issue (Fabrication not Proceed): Vendor is not essentially required to do any rework or redesign.  Therefore, Vendor may proceed with the subsequent work / fabrication if Vendor agrees to the comments and implements the comments in next revision of the documents.  The revised documents, which comply with the comments, shall be submitted to Purchaser for obtaining final Approval status.

If Vendor does not agree with the Purchaser, Vendor shall submit his explanation / clarification within one week by means of correspondence or having a meeting with Purchaser.
RE: Rejected: Vendor shall re-design/ re-specify the contents of the documents according to the comments/ reasons for rejection.

Vendor shall not proceed with subsequent work until the documents have been “AP”  or “AN” by Purchaser.  Vendor shall re-submit the documents with same as previous issue status within two (2) weeks including transmission or mailing time after receipt of commented documents from Purchaser.
NR: Not Retuned: These are the type of Vendor’s documents which are only considered as “For Information” for Purchaser. Hence Vendor may proceed with the subsequent work.  (For example the documents issued for “FI” by Vendor will be returned to Vendor as NR). 
3.2.2 Review Results and Applicable Documents 

3.2.2.1 Purchaser approval with or without comments on Vendor's documents does not relieve Vendor from complying with all terms, conditions, codes, standards and requirements of Purchase Order and job specification. Purchaser reserves the right to approval and comment on the Vendor Documents that have previously been approved with or without comments. 

3.2.2.2 Purchaser's comments on submitted Vendor's documents shall not be considered as authorization to change the scope of work. Change to scope shall only be made via revision to Purchase Order. Comments on Vendor's documents are limited to identifying requirements within the scope of the Purchase Order or Vendor's failure to comply with the Purchase Order, as revealed by the review. If by any chance Vendor notices any Change in Scope from the Comment, Vendor shall notify Purchaser through Clarification before implementing the Comment and Changing his Scope. 

3.2.2.3 Vendor shall not delay or place a hold on progress while awaiting Purchaser's comments on Vendor's documents submitted for approval, but shall proceed under Vendor's own responsibility. (In the event that Purchaser recognizes that his comments may have a serious impact upon work in progress by Vendor, he shall immediately notify Vendor by facsimile to place a hold on aspects of Vendor's work affected by such comments.). In the meantime, Vendor is requested to notify Purchaser if he wants to process accordingly. 

3.2.2.4 Applicable documents listed in the requisition will be given to Vendor at the time of enquiry, ordering, and/or revision after order placement. When Vendor receives the revised requisition, Vendor shall check whether the related applicable documents are the latest revision and, if not, shall inform the Purchaser. If Vendor proceeds with his design and/or work without reference to the latest applicable documents due to his neglect, Vendor shall redesign and/or re-fabricate all items at his expense in order to compensate for such negligence.

4. Reporting and Other Information

4.1 Vendor’s Organization Chart

Within two (2) weeks from receipt of purchase order, Vendor shall submit his organization chart for the execution of related work, with Vendor’s key personnel within the organization indicated thereon.  Addresses and all other information shall be submitted simultaneously.

4.2 Sub-Vendor List and Suborder Sheet

Prior to giving his commitment to suborders, Vendor shall submit a list of sub-vendors for major items for Purchaser’s review.  Upon receipt of Purchaser’s request, Vendor shall submit copies of un-priced suborder sheets identifying the specification of sub-ordered Equipment/ Materials. It is obvious that all sub vendors shall be selected from AVL list which has been submitted via MR attachments.    

4.3 Vendor Print Index and Schedule (VPIS)

The Dated document list shall be prepared by using the standard form as Attachment # 4.

VPIS shall be submitted by Vendor Within two (2) weeks from receipt of purchase order. VPIS shall be issued before issuing any other Vendor documents. After VPIS is finalized, it will be uploaded on PCIM by Purchaser. This will enable Vendor to upload correct documents as per approved VPIS. Any documents that are not included in VPIS cannot be uploaded in PCIM unless otherwise Vendor sends a prior notification to Purchaser. 

4.4  Manufacturing Schedule

Within two (2) weeks from receipt of purchase order, Vendor shall submit the manufacturing schedule incorporating the following items. Bar chart schedule diagrams are acceptable.

· Document issuance schedule

· Suborder schedule

· Commencement date of manufacturing

· Completion date of manufacturing

· Final inspection and test schedule
· Painting and Packing Schedule

· Ex-Works Delivery Date or ready for Shipment Date

For major and critical Equipment / Materials which is specified in the relevant requisition, at least two (2) weeks prior to the manufacturing commencement date of each item, Vendor shall submit the detailed manufacturing schedule for Purchaser’s approval, giving all detailed work activities including all inspection and test, if requested by Purchaser.  A network schedule diagram is preferred.  When the schedule is revised, Vendor shall immediately resubmit it for approval.
4.5   Monthly Status Report

4.5.1  
Each vendor is responsible for the issue of his vendor’s monthly report and updating schedule (if any) to whom informed in KOM, according to the attached format (Attachment # 5), and for the updating of the actual in the list of deliverables

4.5.2  
The cut-off date is 22th of each Christian month and all of the reports must be submitted utmost 3 days after each cut-off date as per Christian calendar

4.5.3  
This procedure covers the vendor’s monthly progress report and scheduling for the Project as per Contract.

4.5.4  
The Monthly Report of contract must be presented as follow:

· The break down based on the weight factors are specified through Attachment # 5 :

4.5.5  
For main equipments schedule must be issued base on tagged items, and for those contracts that have less than 4 month duration, master scheduling (MSP2003/2007 or Primavera P6 version 5 or upper) is necessary, and for those contracts that have more than 4 month duration, Updating of scheduling (MSP 2003/2007 or Primavera P3) must be issued based on Monthly Progress Report format and attached sample which contains weight factor & Physical % Complete & Actual Progress & Plan Progress &Early Start Date & Early Finish Date & Target Start Date & Target Finish Date.

4.5.6  
For bulk materials, for those contracts that have less than 4 month duration, master scheduling (MSP 2003/2007 or Primavera P6 version 5 or upper) is necessary, and for those contracts that have more than 4 month duration, updated schedule (MSP 2003/2007) must be issued Monthly Progress Report format and attached sample.

4.5.7  
Document List shall be submitted to Purchaser as per Attachment # 4 (VPIS) and shall be updated along with Each Monthly Progress Report.

4.5.8  
Material status Progress shall be submitted to Purchaser according to Attachment #5 (Vendor Monthly Progress Report) which is a base for calculating Actual Procurement Monthly Progress.

Note:  Any photos related to the equipment through current cut-off date as MPR’s Attachments, would help to make clear image of mentioned situation.

4.6 Declaration of Receipt of Major Raw Material

Based on the requirement in the Purchase Order, Vendor shall submit a written declaration of receipt of major raw materials at Vendor’s shop with full supporting document such as Delivery note, Packing List, Inspection Certificate. The declaration shall be submitted within one (1) week after receipt of the raw materials.
4.7 Vendor’s Inspection Test Plan (ITP)
Vendor shall prepare and submit to Purchaser for approval an ITP (4) weeks after issuance of the Purchase Order.  Extent of inspection shall be indicated for all the inspection / test items in the Vendor’s inspection procedure in accordance with the Purchaser’s instruction and the relevant requisition. Project’s ITP format is attached to “Project Inspection Procedure - N278-000-PQ-PR-0000-002”.
4.8 Shipping / Material Delivery Information and Documents

Vendor shall submit a shipping / Material Delivery information and documents in accordance with Purchaser’s “Logistics Procedure  - N278-000-PQ-PR-0000-003” and the relevant material requisition.

4.9 Installation, Operation and Maintenance Manual

Installation, Operation and Maintenance Manuals shall be furnished describing installation, operation and maintenance procedures and submitted for Purchaser's review. Vendor shall be responsible for all aspects of preparation and production of the manuals. They shall be written by qualified and experienced commissioning personnel fluent in the English language. The manuals shall provide instructions containing sufficient detail to allow an experienced operating supervisor to start-up, and shut down at the process unit, and to respond safely to expected emergencies.

4.10 Submission of Technical Queries(TQs)
It is expected that all Deviations from Project documents are announced by Vendors at bid stage. However after Vendor Selection if Vendor foresees any Deviation with respect to Project requirements / specification, they shall submit their request through attached TQ format (Attachment # 6) for Purchaser/ MC’s approval before proceeding with their work. TQs shall have official stamp of Vendor.

4.11 Submission of Non-Conformity Reports (NCRs)
Please refer to (Attachment # 7) for Non-Conformity Report format which will be used by Inspection teams.

4.12 Submission of Spare Part Lists

Please refer to Attachment # 8 for SPLIR format. 

4.13 Submission of Special Tools List

Please refer to Attachment # 9 for general format of Special Tools List. This shall be inserted and submitted within Project’s submitted format (including Cover Page etc). 

4.14 Submission of Lubrication List

Please refer to Attachment # 10 for general format of Lubrication List. This shall be inserted and submitted within Project’s submitted format (including Cover Page etc). 

5. Vendor Final Data Book (VDB) / Manufacturing Data Record (MDR)
VDB / MDR consist of the following three parts: 
VDB Part I: Purchase Order Data (Common)
· Unpriced copy of all Purchase Order and all amendments 

· Material Requisition (MR) and attachments
· Final Technical clarifications with purchaser
· Engineering Queries 

· Concession Requests 

VDB Part II: Operating and Maintenance Data (Common)
· Final Issue of all vendor documents according to approved VPIS by purchaser in PCIM

· AFC As-Built Drawings/Vendor Prints 

· Installation Instruction 
· Pre-commissioning, Operating Manual and Maintenance Data 

· Spare parts data including the exploded views and spare parts numbers. 
VDB Part III: Inspection and Quality Control Documents (Common for bulk material & Tag-vise for Equipment)
·  Inspection Release Note and signed packing lists
·  Material certification 

·  Inspection and test certification 

·  Vendor / Sub-vendor manufacturing records 

·  Quality plans for Inspection and testing 

· Qualification certificates 

·  Non-conformance/corrective action reports 

Notes:

1. All documents shall be in A4 size. Drawings shall be printed in original issued size and shall be folded to A4 size to compile in A4 size binder.
2. All the mentioned certificates, reports, procedure, As-built drawings & … should be scanned to PDF format.

3. Binders colour and Size shall be as follows:

3.1 White colour best quality plastic binders with 4 holes to be used for submission of Final documents. See the below picture for dimension of binders.

3.2 Height of back : 80 mm

3.3 Maximum total page in each binder is 400 pages.
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6. Sample of Cover format shall be as follows:
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LIDCO, Pars SEE Zone, Assaluyeh,

Integrated Methanol and Ammonia Plant

3000 MTPD MeOH / 900  MTPD NH3 PROJECT
Vendor Data Book

VDB Part X: Relevant Description (Common)

MR DESCRIPTION:
MATERIAL REQUISION NO:

ITEM /TAG NUMBER:

EQUIPMENT NAME:

VENDOR NAME:

PURCHASE ORDER NUMBER:

VOLUME No.:
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LIDCO, Pars SEE Zone, Assaluyeh,

Integrated Methanol and Ammonia Plant

3000 MTPD MeOH / 900  MTPD NH3 PROJECT


	Vendor Data Book

VDB Part X: Relevant Description (Common)

MR DESCRIPTION:

MATERIAL REQUISION NO:

ITEM /TAG NUMBER:

EQUIPMENT NAME:

VENDOR NAME:

PURCHASE ORDER NUMBER:

VOLUME No.:
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7. Sample of Side format shall be as follows:

NUMBER OF COPIES

LIDCO                        3C + 2 CD / DVD
NEC                           0C + 1 CD / DVD

TOTAL                       3C + 3 CD / DVD
8. List of Attachments

Attachment #1         Document Title Blocks (CAD Format)

Attachment #2         Document Blank Template (Word)

Attachment #3         Document Blank Template (Excel)

Attachment #4         Vendor Print Index and Schedule Format (VPIS)
Attachment #5         Monthly Progress Report Format

Attachment #6         Technical Query (TQ) Format

Attachment #7         Non-Conformity Report Format (NCR)

Attachment #8         SPLIR Format

Attachment #9         Special Tools List format

Attachment #10       Lubrication List Format
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