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Executive ‘Inconsistency breeds inefficiency’ is a fundamental principle that resonates across

Summary various industries, including the electrical construction industry, emphasizing the
importance of standardized processes. Standard Operating Procedures (SOPs) can help
SOPs Defined define their business and success. SOPs set up the project for success by establishing

consistency, standardization, teamwork, and a shared vision for how projects are executed.
Developed With the shortage of workers and the generation changes, SOPs are becoming critical for

SOPs the success of the project (productivity, cost, schedule, quality, and communication, among
others), transferring skills, and the overall continuity of contractors.

Deliverables

In this project, we developed SOPs for five essential activities:

= Daily Logs: Daily Logs serve as a pivotal component of daily operations on a construction

EXC?_ Tools project, providing a comprehensive record of activities, resources, and events.
ips

= Procurement: Efficient procurement processes are crucial for ensuring a steady supply of
materials and services to a construction project.

» Lookahead Schedules: Lookahead schedules are a forward-planning tool that allows
electrical contractors to anticipate and prepare for upcoming tasks and challenges.

= Change and Additional Tickets: Change is the only constant on construction projects.
Changes and additional tickets often arise during project execution, necessitating adjustments to
the original plan.

= Document Management: Effective document management is foundational to organizational
efficiency, compliance, and knowledge preservation and transfer.

Additionally, we created an SOP template for construction activities and developed an SOP-Pro tool to
assist electrical contractors in creating their own SOPs. Finally, recorded videos are available to
explain the research deliverables.
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SOPs Defined

Developed
SOPs

Deliverables

Excel Tools

Tips

Standard Operating Procedures (SOPs) are documented guidelines and instructions that
an organization or an individual follows to perform a task of a process in a consistent and
standardized manner.

Why use SOP?

* Consistency: SOP ensures tasks are performed the same way every time.

» Efficiency: SOP saves time, resources, and reduces errors.

* Training Tool: SOP helps new employee understand their job functions.

* Compliance and Safety: SOP adheres to regulations and ensures safety.

* Set-up the project for success: SOP provide a common vision for how projects are to be
executed.
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Summary "
. Change and Additional Document Management
DEVVART-20) Procurement SOP Lookahead Schedules SOP Tickets SOP SOP

SOPs Defined

Developed Scope: The Daily Log SOP outlines the information that needs to be captured in a Daily Log at
SOPs the end of a working day. The purpose is to establish a standardized method to ensure
consistency, efficiency, and transparency in project execution.

Deliverables Why: Maintain good documentation and accountability.

Ensure quality control.

Enhance communication and collaboration.

Serve as valuable evidence in dispute resolution.
Improve project monitoring and decision-making.
Increase knowledge retention for future projects.
Provide the means to train new team members.

Excel Tools

Tips

NOUTAE W e

Users: The Daily Log is to be completed by the Field Leader.
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. Change and Additional Document Management
Daily Log SOP Procurement SOP Lookahead Schedules SOP Tickets SOP SOP

SOPs Defined

Developed Scope: The Procurement SOP establishes a standardized process for procurement on a
SOPs construction project.
Why: 1. Streamline the procurement process.
Deliverables 2. Provide better visibility into the process and responsible parties.
3. Increase time efficiency.
Excel Tools 4. Increase transparency and accountability.
Tips 5. Provide the means to train new team members.

Users: This Procurement SOP is to be used by Electrical Contractor Personnel involved in the
procurement process (including estimators, Project Managers, Field Leaders, Pre-fab
managers, Purchasing Agents, and Warehouse Managers).

Tools: Two interactive Excel tools are provided with this SOP:

= Vendor Evaluation Tool (VET): A tool designed to evaluate different vendors.
= Excess Materials Handling Tool: A tool designed to facilitate the decision-making on
how to handle excess materials on a construction project.
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Excel Tools
Tips

Daily Log SOP

Procurement SOP Lookahead Schedules SOP

Change and Additional
Tickets SOP

Document Management
SOP

The Lookahead Schedule SOP establishes a standardized process for the lookahead

schedule during construction project execution.

Improve project planning and coordination.
Proactively mitigate risks.

Increase transparency and accountability.

Ul W e

Allocate resources effectively and prevent bottlenecks.

Provide the means to adapt to change more effectively.

Users:

This Lookahead SOP is to be used by Electrical Contractor Project Managers,

Superintendents, and Foremen.
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Document Management

Summary "
. Change and Additional
Daily Log SOP Procurement SOP Lookahead Schedules SOP Tickets SOP

SOP
SOPs Defined

Developed Scope: The Change and Additional Tickets SOP establishes a standardized process to handle

SOPs change and document additional tickets.
Why: 1. Establish accountability.
Deliverables 2. Ensure the proper management of additional tickets.
3. Promote consistency in the documentation process.
Excel Tools 4. Serve as a training material.

Tips

Users: This change and additional tickets SOP is to be used by Project Managers and Foremen.
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SOPs Defined

Developed
SOPs

Deliverables

Excel Tools
Tips

. Change and Additional Document Management
Daily Log SOP Procurement SOP Lookahead Schedules SOP Tickets SOP
Scope The Document Management SOP establishes guidelines for the creation and

organization of project folders and documents.

Why: 1. Facilitate easy access to files (within a project and across projects).
2. Facilitate seamless collaboration among project team members.
3. Minimize the risk of errors.
4. Improve accountability.
Users: This Document Management SOP is to be used by project team members.
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SOPs Defined

Developed SOP for SOPs [ 01 i)y Generated Generated SOPs &

SOPs Learn more about SOP SOPs SOPs & Tools Tools

through this infographic. Access generated SOPs and

associated tools for specific
activities.

Deliverables

Excel Tools

i N0)
Tips .
Recordings
SOP-Pro Tool Construction Activity
T 700 SOP Template
Generate SOPs using the A cemolate & ,
SOP Production (SOP-Pro) [ERY0) 28 40 ! - Sgl?)ess a (?;npl? ef 0 genetra et.
Tool. Field Activities kbt AR e b
Tool field activities.

N 0)

Part of the figure credited to © Copyright PresentationGO.com
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SOPs Defined

sop
Developed Recordings

SOPs

Deliverables

Excel Tools

Tips

Standard Op ocedures (SOP)

Setting Up the Pro ndard Operating
This report | Jf the project.

ELECTRIi= INTERNATIONAL

THE FOUNDATION FOR ELECTRICAL CONSTRUCTION INC



https://vimeo.com/user/87007604/folder/20502332?isPrivate=false
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Summary SOPfor

SOPs

SOPs Defined

1

Developed
SOPs

Deliverables

Excel Tools

Tips

Deliverables

= SOP Infographic:
Learn about the phases of SOPs -
Plan, Develop, Implement.

Download PDF File
here.

= Recording

SOP infographic.



https://neca365.sharepoint.com/:b:/s/ELECTRIInternational/EXCPagtlx3ZErmKLrN_4orIBAl-kmo5YtnvrEQQIFiiYcg?e=psNVXC
https://vimeo.com/electriinternational/review/939115050/eef1ed6af1
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Change and
Generated SOPs . Lookahead s . Document
& Tools Daily Log SOP Procurement SOP Schedules SOP Addlth;‘l(é)llPTlcketS Management SOP

SOPs Defined N\
Deliverables ab Access
Developed
SOPs
J/ AN » Informational SOP in Word = Download Word Doc
. here.
Deliverables
= SOP Fillable Form in Excel = Download Excel File
Excel Tools
Tips here.
= SOP Fillable Form in PDF = Download PDF File
here.
= Recording = [nformational and
Fillable SOP.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/ESuGMmIyUjpMiAGHQof_RDsBk0j9PTwLNaQquvXnFnz-aA?e=tempis
https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/ERukHzYtZgtCqyLYnjGBAUgByPh8VMCsl6qn2k7wulCSOg?e=Z6vES4
https://neca365.sharepoint.com/:b:/s/ELECTRIInternational/EUj1lsokHmJIjg-ATqfof_oB4kuF64RIyxvtQEC6NjjhdA?e=HY62Nc
https://vimeo.com/electriinternational/review/939115161/b66249494b
https://vimeo.com/electriinternational/review/939115161/b66249494b
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SOPs Defined

Developed
SOPs

Deliverables

Excel Tools

Tips

Generated SOPs
& Tools

' Lookahead
Daily Log SOP Procurement SOP Schedules SOP

Change and Document
Additional Tickets
SOP Management SOP

Deliverables

= Informational SOP in Word

ab Access

= Download Word Doc
here.

= VET - Vendors Evaluation tool in
Excel

= Download Excel File
here.

= Excess Materials Handling Tool in
Excel

= Download Excel File
here.

= Recordings

= [nformational SOP.

= VET Excel Tool.

= Excess Materials
Handling Excel Tool.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/Ee-WrU1J8FJHu8hYUIquYsMBMpOayrF4lIbBTnwlgyxXjA?e=BtPNmv
https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/EcxouRXtfvZKq_h2b3ehIH8BXQKe0Gw5VqAaRC9da2yMIQ?e=G4gYP1
https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/ES0jJSU4KCxOqTFAuxrSOF0BumxyuXvGud4BDLRr-pbMWQ?e=F0YBZC
https://vimeo.com/electriinternational/review/939115087/61a72f8357
https://vimeo.com/electriinternational/review/939115113/8bad69e95c
https://vimeo.com/electriinternational/review/939115138/aaa0e79668
https://vimeo.com/electriinternational/review/939115138/aaa0e79668
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Developed
SOPs

Deliverables

Excel Tools

Tips

Generated SOPs
& Tools

Daily Log SOP

Lookahead
Procurement SOP Schedules SOP

Deliverables

Informational SOP in Word

Change and Document
Additional Tickets
SOP Management SOP

ab Access

= Download Word Doc
here.

SOP Fillable Form in Excel

= Download Excel File
here.

= SOP Fillable Form in PDF = Download PDF File
here.
= Recording = [nformational and

Fillable SOP.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/EVUfJA_QgE1HtfnI_XnX2VUB3EnT6C85W86XqFKMuYMW2w?e=Pm46V6
https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/EdSJAIyNUw9EuronG7bXIRwB5sawc8wttx7aLcTSM97CAw?e=1HAYhe
https://neca365.sharepoint.com/:b:/s/ELECTRIInternational/EZcx2AyBtqxEjxin5fzQ6CMBF6pgVkBxp7AMcKnAZYKKcA?e=4pPAc0
https://vimeo.com/electriinternational/review/939115161/b66249494b
https://vimeo.com/electriinternational/review/939115161/b66249494b
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Change and

Document
Management SOP

Lookahead
Schedules SOP

Generated SOPs
& Tools

Additional Tickets
SOP

Daily Log SOP Procurement SOP

SOPs Defined N

Deliverables ab Access
Developed
SOPs
/ AN » Informational SOP in Word = Download Word Doc
. here.
Deliverables
= SOP Fillable Form in Excel = Download Excel File
Excel Tools
Tips here.
= SOP Fillable Form in PDF = Download PDF File
here.
= Recording = [nformational and
Fillable SOP.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/EVvz1TsGmVZLoRFPDmdwJUUBEML7R30fiQKbGdsI04ixoQ?e=3F2ht7
https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/ETVBKkMZHLdJjdyzskPalMEBxgG53Btg4W-bIfpSwNvJYA?e=Rzwg6l
https://neca365.sharepoint.com/:b:/s/ELECTRIInternational/ET6YrPXbUqFNtluHzbJbCVcBF2K1uGE4YOEpYVmwxsJjhw?e=HKsiHs
https://vimeo.com/electriinternational/review/939115181/f975b394f5
https://vimeo.com/electriinternational/review/939115181/f975b394f5
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SOPs Defined

Developed
SOPs

Deliverables

Excel Tools

Tips

Generated SOPs
& Tools

Daily Log SOP

Lookahead

Procurement SOP Schedules SOP

Change and
Additional Tickets
SOP

Document

Management SOP

Deliverables

Informational SOP in Word

Access

P

= Download Word Doc
here.

Downloadable Folder

= Download .zip Folder
here.

Recording

= Informational and
Downloadable Folder
SOP.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/EVOclO9aaH1Llj-15NlL_n8BN_FQdOGUnyfPjucPImXfSA?e=ldSH9d
https://neca365.sharepoint.com/:u:/s/ELECTRIInternational/ESC0WEi3Yk5IjauwdHoNYhwBfDv0QfL5-3waX0v_XCCilg?e=hkdfvJ
https://vimeo.com/electriinternational/review/939115208/4161222240
https://vimeo.com/electriinternational/review/939115208/4161222240
https://vimeo.com/electriinternational/review/939115208/4161222240
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Deliverables

SOP for Construction Activities: = Download Word Doc
ITTEM Template in Word here.

SOPs Defined N\ / .

Developed
SOPs

Construction Activity SOP - The ITTEM Template

. F 0 ld A . . Scope: Provide a description of the scope
l bl 1 1VITL Why: 1. Add why this SOP is important
De lvera €s N ct ties 2. Add why this SOP is important
SOP 3. Add why this SOP is important

Users: Define SOP users.

— Information

EXC el TO 0 1 S <What Infermation is needed to complete the activity?>

‘

T - Team

<Who is the on Team? Identify all stakeholders that are involved with the activity?>

Tips

T - Tools

<What Tools are needed to complete the activity?>

‘

— Equipment
<What i is needed to lete the activity?>

M- Materials

<What Materials and Material Management Activities are needed?>

= Recording = [TTEM Template SOP.



https://neca365.sharepoint.com/:w:/s/ELECTRIInternational/EZjXWKC6S-VOuFMhdOjBHaYBpWl3TPx1JYgSD2BGYh45bA?e=v000D5
https://vimeo.com/electriinternational/review/939115228/69e17d48e5
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SOPs Defined

Developed
SOPs

Deliverables

Excel Tools
Tips

SOP-Pro
Tool

Deliverables

= SOP-Pro (pronounced So-Pro):

The SOP-Production Tool is
designed to streamline the creation
of standardized Standard Operating
Procedures for Electrical
Contractors.

ELECTRI i INTERNATIONAL

ab Access

Download Excel File
here.

Recordings

SOP-Pro Tool
Tutorial.

SOP-Pro Too
Promotional Video.



https://neca365.sharepoint.com/:x:/s/ELECTRIInternational/EcoZz9p38J5Dsk7ti5kSWJIBC97J1I16chfNgE3wO_nW6Q?e=1KXlzi
https://vimeo.com/electriinternational/review/939115316/57eb142141
https://vimeo.com/electriinternational/review/939115316/57eb142141
https://vimeo.com/electriinternational/review/939115244/1dc041ef2b
https://vimeo.com/electriinternational/review/939115244/1dc041ef2b
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4. Open the excel file again and the problem will be fixed.
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