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             Vice President                    Manager – Inspections/ Operations    Executive (Contracts)                 Inspector (Team Leader) 
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Inspector(Team Leader)                          Inspection Team                 Inspector / Manager- Inspections         Executive- Scheduling  
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Inspector                          Inspections (Reviewer )            Inspector (Team Leader)           Inspector (Team Leader) 
 

RESOURCES 
� Verifying the 

Resources against the 
requirement 

� Gap Analysis, if any 
 
 

CONTRACT SECTION 
� Initializing the Offer 
� Finalizing the Contract 
� Sending welcome pack 
� Contract Review  
 

BUSINESS 
DEVELOPMENT (B.D) 
� Enquiries  
� Visit to Clients 
� Marketing 
� Obtain CIS 

DOCUMENTATION 
REVIEW 
� Doc. Review Process 
� Comm. With Customer 
� Prepare project specific 

Work Plan  
 

 
Finalize the Work plan/ 
Site visits schedule 

 
Decide the agenda for the 
Inspector’s Site Visits 

 

Inspection Process 
(Here onwards activities are 
repeated based on the work 
plan for the specified project 

till Review of Inspection 
reports) 

 
Preparing the Interim 
Inspection Report after 
Site Visit 

 
Submit the 
Inspection Report to 
AQA India Office (IB)  

Review of Inspection 
Reports 
� Admin Review  
� Technical Review 

Compiling of all inspection 
reports after completing the 
Site visits as per work plan / 
completion of inspections in 

the specific project  

Prepare Draft 
copies of Final 
Inspection 
Report and 
Certificates 
 

NC/ 
Concerns 

To Client for 
Correction, CA/ 

PA 

Re-Inspection for 
Verification of 

Correction, CA/PA 
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                           Registration Committee                 Asst Manager - Operations       Executive - operations   
 
 
 
 
 
 
 
                                  In-charge (Records)   
 
 
 
 
 

RECORD ROOM 
� Maintaining All 

Files in specified 
location 

 

Document Storage 
� Scanning the Documents 
� Uploading the Inspection 

pack to Server 
 

Registration Committee 
Review and Decision for 
issue of Final Inspection 

report and Certificate 

A 

Issue of Final 
Inspection Report 
and Certificate to 
Client  
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