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	UPF 
Work Package 
Cover Sheet
	Work Package No.:
[bookmark: Text1][bookmark: _GoBack]
     

	
	
	Task No.:

     

	
	
	

	        See Page 3 to view instructions for completing this form.

	Section 1 – Initiation (Requestor Completed this Section)

	Work Package Type:
	|_| Construction
	|_| Construction Maintenance
	|_| Construction Startup
	|_| Construction Site Support

	Requestor:      
	Date:      
	Phone:      

	Discipline: 
	|_| Civil
	|_| Mechanical
	|_| Electrical
	 |_| Piping 
	|_| Maintenance
	  |_| Support 

	UPF Building/Area:      
	Work Package Number:       
	Task:      

	Quality Level Designator:      |_| Q                    |_| RS                |_| CC

	Work Package Title:       

	Description/Scope:      

	Section 2 – Work Planning Authorization: Approval to Develop Work Package

	Project Schedule Start Date:      
	Project Schedule ID & Charge Code:      

	
Project Field Engineer:  
	
     
	
	
	
	
     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	Section 3 – Permits/Hazard Mitigation Documents (check all that apply)

	|_|
	No permits/plans required
	|_|
	Hoisting and Rigging Plan
	|_|
	AJHA Required/Pre-Job Walk Down Form

	|_|
	Confined Space
	|_|
	Hot Work
	|_|
	Transportation Plan

	|_|
	Excavation/Penetration
	|_|
	Specific MSDS required
	|_|
	Other (describe):       

	Section 4 – Approval to Begin Work

	

Assigned Field Engineer:
	
     
	
	
	
	
     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	Superintendent:
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	Project Field Engineer:
	     
	
	
	
	     
	

	




	Print/Type Name
	
	Signature
	
	Date


	

	Work Package Contents

	Section 5 – Design Installation Document
	|_| Yes    |_| No
	Section 10 – Quantities Report
	|_| Yes    |_| No

	Section 6 – Pre-Job, Tailgate, & Post-Job Briefings
	|_| Yes    |_| No
	Section 11 – References
	|_| Yes    |_| No

	Section 7 – Inspection Forms and Test Reports
	|_| Yes    |_| No
	Section 12 – Job-Specific, Training Requirements
	|_| Yes    |_| No

	Section 8 – Procedures
	|_| Yes    |_| No
	Section 13 – Misc. Field Generated
	|_| Yes    |_| No

	Section 9 – Welding Process Documents
	|_| Yes    |_| No
	Section 14 – Lessons Learned
	|_| Yes    |_| No

	Closure:

	

Superintendent:
	
	
	
	
	
	

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	Field Engineer:
	
	
	
	
	
	

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	Project Field Engineer:
	
	
	
	
	
	

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	Quality Control Lead:
	
	
	
	
	
	

	
	     
	
	
	
	     
	

	
	Print/Type Name
	
	Signature
	
	Date
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

















Instructions for Completing this Form

Section 1 – Initiation
· Work Scope Type – Select the Construction Work Package type for the scope of work.
· Work Discipline Type – Select the appropriate discipline the work scope applies to. 
· Requestor – Enter name of person initiating the work request.
· Date of Requisition – Enter date submitted for approval to develop the work package.
· Phone Number – Enter requestor’s phone number.
· UPF Building/Area – Enter facility and / or area where the work will be performed.
· Work Package # - Obtain Construction Work Package number from the DMC staff 
· Task# - If the entire work scope is to be all in one package then the initial task is 00. Any additional tasks shall be in series (01, 02, etc.)
· Quality Level – Check appropriate box in accordance with instructions provided in the scope and or design documents.
· Work Package Title – Enter Title for Work Package
· Description/Scope of Work – Enter description and scope of work, including sufficient information to allow understanding of the tasks and activities to be completed.

Section 2 – Work Planning Authorization:  Approval to Develop Work Package
· Project Schedule Date – Enter the date when the project needs the work to be performed.
· Charge Code/Schedule ID – Enter applicable charge code and/or schedule ID.
· Project Field Engineer – (or designee) authorizes work package development by signing and dating.

Section 3 – Permits/Hazard Mitigation Documents
· Check the box(es) for documents necessary for safe completion of the work (as identified by the Requestor and or Field Engineer). 
· Ensure all applicable documents (copies and / or originals) are placed in Section 3 of the work package. 

Section 4 – Approval to Begin Work
· Assigned Field Engineer – review the completed package and authorize work package is complete and ready to begin work by signing and dating
· Superintendent – (or designee) review the completed package and authorize work to begin by signing and dating. 
· Project Field Engineer – (or designee) review the completed package and authorize work to begin by signing and dating. 

Section 5-14 – Work Package Contents
· Check the appropriate box(es) for Sections 5 through 14 if needed, and include in the Work Package.  Specific information for a section may be included.  
Note:  Definitions for Sections 5 through 14 are found in Appendix A of Y17-95-64-800 UPF Construction Work Control Program. 

Closure
· Superintendent, Field Engineer, Project Field Engineer and Quality Control Lead – sign and date, indicating completion of all the physical work, proper documentation and closure of the work package. 
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