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Annex A
(Normative)
Forms for Supervision Unit

—Form SH/T 3903—A. 1E  Chief Supervision Engineer Appointment;
—Form SH/T 3903—A.2E  Supervision Work Explanation Record;
—Form SH/T 3903—A.3E  Supervision Work Liaison Sheet;

——Form SH/T 3903—
—Form SH/T 3903—
—Form SH/T 3903—A. 8E
—Form SH/T 3903—A. 9E
—Form SH/T 3903—A. 10E
—Form SH/T 3903—A. 11E
—Form SH/T 3903—
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B Work Title:
SH/T 3903-A. 1E Chief Super\flsmn Engineer
Appointment
Item No:
To (Owner)
We hereby appoint
roject, He will be
responsible for performin| work of project supervision
agency.
Legal Representative
Supervision Unit (Stamp) Date
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SH/T 3903-A. 2E

Supervision Work Explanation Record

Work title:

Item No:

Filename

Date of explanation

day

month

year

Hosted by

Explained by

Attendees
signature

Contents of explanation:

Recorded by:
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Work title:
SH/T 3903-A. 3E Supervision Work Liaison Sheet
Item No:
To
Subject:
Contents:

Chief/ Discipline Supervision Engineer

Supervision Unit (Stamp) Date
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‘Work Title:
SH/T 3903-A. 4E Supervision Notice

Item No:
To (Contractor)
Subject:
Contents:

Chief/ Discipline Supervision Engineer
Supervision Unit (Stamp) Date
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Supervision start time

Construction status of work

Status of Stand-by supervis
1. Process of site witnes
2. Problem and Treatment:
3. Others.

Stand-by Supervisor

Date

(Work Title:
SH/T 3903-A. 5E Stand-by Supervision Record
Item No:
Supervised work or .
Unit No.
process
‘Weather condition Contractor

D —

69



SH/T 3903—2017

Work Title:
SH/T 3903-A. 6E Parallel Check Record

Item No:
Unit project: Contractor: Document No:
Parallel check contents: Checked location:
Specification and code: Checking tools and equipment:
Checked by: Date:
Record:

(Note: The record form made wpon different disciplines and project situations shall include actual value and
standard value.)

Result:

Treatment comment:

Checker signature:
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SH/T 3903-A. 7E

‘Work Title:
Work Suspension Order

Item No:

To

Due to the reason that

(Contractor)

, you

are notified from now on to stop the construction on the location (work) of
work, please carry out the relative activity upon the following requirements:

Supervision Unit (Stamp)

Chief Supervision Engineer
(Signature and registered stamp)

Date

. For this
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Work Title:

SH/T 3903-A. 8E Work Resumption Order

Ttem No:

To (Contractor)
Regarding Work Suspension Order No.
checked for being ready for

the location (work) formerly required to stop has been

are notified to resume the

construction of the mentione ear.

Attached:
Work Resumption Approval

Chief Supervision Engineer
(Signature and registered stamp)

Supervision Unit (Stamp) Date
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SH/T 3903-A. 9E Work Payment Certificate

‘Work Title:

Item No:

To (Owner)
According to the contract regulations,
by contractor, by deducting

per the contract in a timely
Among which:
The requested pa
The reviewed payment to contractor

after reviewing the payment request and reporting tables submitted

. Please make the payment

The deducted payment is:

The due payment shall be:

Attached:
1 Contractor Work P
2 Supervision Unit

Supervision Unit (Stamp)

Comments of Owner:

Owner Representative

Owner (Stamp) Date
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‘Work Title:
SH/T 3903-A. 10E Supervision Report

Item No:

To ( Competent Department)

It is hereby reported that:

Potential safety accident has been found in (work position) constructed by

(Contractor).

Disregarding the Supervision Notice / Work Suspension Order No. we brought forth on day /
month/ year , the construction contractor reject rectification of /suspension of work.

Hereby report.

Attached:

OSupervision Notice;
COWork Suspension Order;
OOthers.

Chief Supervision Engineer

Supervision Unit (Stamp) Date
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‘Work Title:
SH/T 3903-A. 11E Cost Claim Approval Sheet
Item No:
To (Contractor)
According to clauses of the construction contract, we have reviewed and

assessed your cost claim request (No. ) for sum of

(amount in words) with the following comments:

OThis claim is not approved.
OThis claim is approved for the sum of (amount in words)

Reasons:

Calculation of the claim sum:

Chief Supervision Engineer
(Signature and registered stamp)

Supervision Unit (Stamp) Date

Comments from Owner:

Owner Representative

Owner (Stamp) Date

75



SH/T 3903—2017

'Work Title:
SH/T 3903-A. 12E ‘Work Temporary Extension
Approval Sheet
Item No:

To (Contractor)

According to clauses of the contract, we reviewed your Work Extension
Request  (No. ) roject for the durations of
calendar days:

[0 Extension of tend the completion date

(including the instructed exten ear 10 day/
month/ year, Ple;

[0 Extension is not approved, please organi ion as per the agreed completion date.

Notes:

Supervision Unit (Stamp)

Comments of Owner:

Owner Representative

Owner (Stamp) Date

76



month/ year. Pl

Notes:

Supervision Unit (Stamp)

Comments of Owner:

Owner (stamp)

O Extension is not approved, please or,

Owner representative

Date

ction as per the agreed completion date.

SH/T 3903—2017
‘Work Title:
SH/T 3903-A. 13 Work Final Extension
Approval Sheet

Item No:
To (Contractor)
According to clauses of the contract, we reviewed your Works Extension
Request (No. roject for the durations of
calendar days:

CExtension of extend the completion date

(including the instructed exi ear_ to day/

7
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‘Work Title:
SH/T 3903-A. 14E Supervision Log
Ttem No:
Day  Month  Year Weather Temperature Highest <
Lowest e

FEnvironmental condition(humidity, wind, ete.):

Construction status:

Supervision work record (witness in field, walk through inspection, sampling witness and parallel check|
ete.):

Problem and Treatment:

Others:

T, — Chief Supervision Engineer/
Supervision Engineer/Recorder -
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SH/T 3903-A. 15. 1E

Work Title:
Cover

Item No:

( From

Monthly Supervision Report

No.

D M ¥ To D M X

Supervision Unit

Chief Supervision Engineer

Prepared by

Date
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‘Work Title:
SH/T 3003-A. 15. 2E Monthly Work Condition
Summary
Ttem No:
Register of related information

Contract No. Calendar days of this month days
Change Order days
Supervision Notice copy
Supervision Report copy|
Minutes of subject meetings copy

Overview of the work conditions of this mont
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SH/T 3903-A. 15, 3E

Monthly Project Work Quality
Control Assessment

‘Work Title:

Item No:

Register of monthly quality control

Total monthly inspection items

Total monthly random tests

Item works inspected mo

Monthly welding quality

item |Inconformity of joint inspection

irst fime ac 2

item

time
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SH/T 3903-A. 15. 4E

'Work Title:

Monthly Work Schedule Control
Assessment

Item No:

Brief of monthly schedule condition (descriptions or charts)

Schedule prediction and target of next month work
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Work Title:
SH/T 3903-A. 15. 5E Monthly HSE Management
Assessment_____
Item No:
Monthly HSE Management

Continuous safe production days up to the end of this month

Safety accidents of this month

Others:

Brief of monthly HSE management ( descriptions or charts)

Next month HSE management prediction and target

83



SH/T 3903—2017

‘Work Title:
SH/T 3903-A. 15. 6E Monthly Work Cost Control
Assessment______
Item No:
Monthly work cost status
Accumulated completed sum accounting for % of]

Actually completed sum
total budgets

payment accounting for

Deducted down payment
payment

Payment approved by Supervil
Unit
Claim approved by Supervision
Unit

ved

ated occurred claims
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—Form

Form
—Form
—Fom
—Form
—Form
—Form
—Form
—Form

—Form

Form
—Form
—Form
—Form

—Form

SH/T 3903—2017

Annex B
(Normative )
Forms for Contractor

SH/T 3903—B. 1E  Construction Execution Plan/Method Statement Approval Request;
SH/T 3903—B.2E  Work Commencement Approval Request;
SH/T 3903—B.3E  Subcontractor alification Approval Request;

SH/T 390 spection Request;

SH/T 390 ent Inspection Request;
SH/T 390

SH/T 390

SH/T 3903—B. 8E ion Lot/Subdivisional Work Inspection Request;

SH/T 3903—B. 9E
SH/T 3903—B. 10E
SH/T 3903=

ection Request;

pproval Request;

SH/T 3903 — i ion Request;
SH/T 390

85



SH/T 3903—2017

‘Work Title:

Construction Execution Plan/Method

AR T3808-R. K Statement Approval Request

Item No:

To (Supervision Unit)

According to the related regulations of the construction contract, we have completed the preparation of the
construction execution /method statement about , and it has been

reviewed and approved by the relevant people of our company, please review it.
Attached:
[lConstruction Execution Plan /C] Construction Method Statement

Project Manager

Contractor (Stamp) Date

Comments from Discipline Supervision Engineer:

Discipline Supervision Engineer

Date

Comments from Chief Supervision Engineer:

Chief Supervision Engineer
(Signature and registered stamp)
Supervision Unit (Stamp) Date

Comments of Owner: (Only for Construction Execution Plan, Major Method Statement and Special Method Statement in
SH/T 3550 code)

Owner Representative

Owner (Stamp) Date
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SH/T 3903-B. 2E

Work Commencement Approval
Request

Work Title:

Item No:

To

(Supervision Unit)

Attached:

Contractor (Stamp)

by us, the work commencement conditions are available,

We have fulfilled the following activities for the work of

contracted

1 Commencement Report;
2 Supporting Documents.

Project M:

we therefore apply for the commencement of]
construction, please review and issue work commencement orders,

Date

Review Comments:

Supervision Unit (Stamp)

Chief Supervision Engineer

(signature and registered stamp)

Date

Comments of Owner:

Owner (Stamp)

Owner Representative

Date
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After investigation, we regard

‘Work Title:
SH/T 3903-B, 3E Subcontractor Qualification
Approval Request
Item No:
To (Supervision Unit)

(subcontractor) has the

qualification and capability for contracting the work of

constructed as per the coni
responsibilities of the lump s
Attached:

1 Subcontractor Qualification Document
2 Subcontractor Performance Documents

3 Others.

Contractor (Stamp)

Comments from Discipline S

Comments from Chief Supe:

Supervision Unit (Stamp) Date

Chief Supervision Engineer

nd can assure this work be
we still hold the whole|

ineer
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Work Title:
SH/T 3903-B, 4E Construction Sul.'veymg Consequence
Inspection Request
Item No:
To (Supervision Unit)

(We have completed the Construction Surveying Consequence Inspection for

). The work has been subject
to internal inspection, pleas

Attached:
1 The Original
2 Surveying Conl

Contractor (Stamp)

Comments:

Discipline Supervision Engineer

Supervision Unit (Stamp) Date
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‘Work Title:
SH/T 3903-B. 5E Projfect MatenalsiC_ompnnents/
Equipment Inspection Request
Ttem No:
To (Supervision Unit)
We have mobilized the following [lmaterials/ [Ocomponents/[Jequipment for the works on daty/
month/ vear . Its quantity is listed below(see the attachments). Now, we submit the quality

documents and our internal inspection results for your review. The proposed application locations are as
follows:

Attached:

1 Quantity List;

2 Quality Documents;

3 Internal Inspection Results.

Discipline Engineer

Contractor (Stamp) Date

Comments:

After the inspection, the above [ materials /] components/ [l equipment, [Imeet/C]do not meet the
requirements of the design documents and specifications. [site mobilization is allowed/Csite mobilization
is not allowed, [lallowed/CInot allowed for the proposed locations .

Discipline Supervision Engineer

Supervision Unit (Stamp) Date
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SH/T 3903-B. 6E

‘Work Title:

Reply to Supervision Engineer Notice

Item No:

To

(Supervision Unit)

recheck.
Attached:
Detailed Contents:

Contractor (Stamp)

After receiving the supervision engineer noticeNo.

» We have completed the correcttion work, please

Project Manager

Date

Comments:

Supervision Unit (Stamp)

Chief/Discipline Supervision Engineer

—

Date
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'Work Title:
SH/T 3903-B. TE Solo Test Run Request
Item No:
To (Supervision Unit)
We have completed the solo test run preparations of]
according to the contract requj i y for testing, please check

and approve the solo test run.
Attached:

Contractor (Stamp)

Comuments:

Chief/Discipline Supervision Engineer

Supervision Unit (Stamp) Date J
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‘Work Title:
Hidden Work/Inspection Lot/
T 3903-B. 8E oy :
S/ B Subdivisional Work Inspection Request
Item No:
To (Supervision Unit)
'We have completed the [JHidden Work quality /
[Inspection Lot quality /

inspection, Now we su
Attached:
[CJHidden Work Quali
[TInspection Lot /Qu
OSubdivisional Work Inspection Reco

k has been subject to internal
ase inspect for acceptance.

Contractor (Stamp)

Comments:

Discipline Supervision Engineer

Supervision Unit (Stamp) Date
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'Work Title:

SH/T 3903-B. 9E Sectional Project Inspection Request

Ttem No:

To (Supervision Unit)

. The work has been

We have completed the work of,
subject to internal inspection. the work is acceptable, Now we submit the inspection request for this work,
please inspect for acceptance.

Attached:

Sectional Project Inspection Record.

Project Technical Director

Contractor (Stamp) Date

Comments:

Supervision Engineer,

Date

Comments:

Chief Supervision Engineer

Date

Supervision Unit (Stamp)
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Work Title:
SH/T 3903-B. 10E Work Resumption Approval Request

Item No:

To
For Works Suspension Order No.,
activities and work, the work is ready for

(Supervision Unit)

We have completed the following correction
resumption, We hereby submit this request for applying for work
resumption on day / month / year. Please review this request and issue resumption order.

Attached:
Supporting documents.
Project Manager
Contractor (Stamp) Date
Comments:
Chief Supervision Engineer
Supervision Unit (Stamp) Date

Comments of Owner:

Owner Representative

Owner (Stamp) Date
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Work Title:

SH/T 3903-B. 11E Unit Project Pre-inspection Request

Ttem No:

To (Supervision Unit)
We have completed the work of
requirements of the contract.
Attached:

1  Quality Inspection fo
2 Functional Inspectio

according to the
inspect for acceptance.

Project Manager

Contractor (Stamp)

Comments:
Based on the above points, th
formal inspection for acceptan|

orks is (lon spec/Coff spec,

Chief Supervision Engineer
(signature and registered stamp)

Supervision Unit (Stamp) Date
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SH/T 3903-B. 12E

‘Work Title:

Work Payment Request

Item No:

To

We have completed the work of

according to the contract re

work before
review and issue the work

Attached:

1 Quantity List;
2 Calculation Metho

Contractor (Stamp)

(Supervision Unit)

tal

Project Manager

) for this|

ork Payment Request, please

Date
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Work Title:
SH/T 3903-B. 13E Construction Schedule
Approval Request
Item No:
To (Supervision Unit)
We have completed the preparations of the following schedules from, day/ month/ year
ontract:

to day/ month/ year according to the related regulations of the construction ¢

1  OProject Construction Overall Schedule;
2 [OProject Construction Monthly Schedule;

3 OProject Construction Weekly Schedule;
4. [ Schedule.
It has been reviewed and approved by our project department. Now we submit it for your review. We will
organize the construction by strictly following the approved schedule.

Attached:
Drawings and charts, instruction books, totally in pages.

Project Manager
Contractor (Stamp) Date
Comments:
O] Approved.
and resubmit it:

[INot approved, please modify it according to the following requirements,

Discipline Supervision Engineer

Date

Comments:

Chief Supervision Engineer

Supervision Unit (Stamp) Date
Comments of Owner:
Owner Representative
Owner (Stamp) Date
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we request the cost claim of (amount in words)

‘Work Title:
SH/T 3903-B. 14E Cost Claim Request
Item No:
To (Supervision Unit)
According to item of the contract, due to the reason

approve it,
Detailed cause and process of the claim:

Calculation of claimed amount:

Attached:
Supporting Documents.

Project Manager

Contractor (Stamp) Date

» please
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SH/T 3903-B. 15E

'Work title:

Claim Intention Notice
Item No:

To

According to item
have happened, now we submj
Attached:

Related Supporting Doc

Contractor (Stamp)

(Supervision Unit)
of the contract,

Project Manager

Date

|
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Work Title:
SH/T 3903-B. 16K Work Telr.lporary /Final
Extension Request
Item No:
To (Supervision Unif)
Due to the reason that , and according to items
of th inal Extension, please approve
it.
Contract Completion
Extended Completion
Attached:

1 Work Extension Basis and Working
2 Supporting Documents.

Project Manager

Contractor (Stamp) Date
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‘Work Title:

SH/T 3903-B. 17E Inspection Request
Item No:

To (Supervision Unit)

work, and have fulfilled

'We have completed the
this request for your inspection for|

internal inspection. The work is ready for acceptance. Now we submit

acceptance.
Attached:

Project Manager/ Discipline Engineer

Date

Contractor (Stamp)

Comments:

Chief/Discipline Supervision Engineer,

Date

Supervision Unit (Stamp)

Comments from Owner:

(Only when owner need.?

Owner Representative

Date

Owner (Stamp)
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