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SUBJECT:   Contractor Monthly Record of Work-Related Injuries, Illness and Safety Exposure Reporting And Government Upward Reporting
PROCEDURES:    All contractors are required to submit monthly reports of man hours worked by contractor/subcontractor personnel each month on Monthly Record of Work-Related Injuries Illnesses and Exposure Report. This form is generated out of the Quality Control System (QCS) Software.
Contractor captures estimated labor man hours each day on CQC Daily Reports. These man hours along with subcontractor information already entered into the QCS Software will be used to generate the Monthly Record of Work-Related Injuries, Illness and Safety Exposure each month.

The basic process is as follows:

Contractor captures estimated labor man hours each day on CQC Daily Reports. 
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Contractor should mark all CQC Daily Reports completed for the month to be reported. This should happen within 5 days of the 1st of the month.
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 or they will get an error when approving Monthly Exposure Man Hour Report. 
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When all CQC Daily Reports for a month have been marked Completed, Contractor can go to Exposure Hours and Edit the month.
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To get the man hours from the CQC Daily Reports, you must “Copy” them.
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After selecting “Copy”, select “YES”, and it brings in the Man Hours from CQC Daily Reports for the month being reported.
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Make sure to enter the Name of person submitting report for contractor (This person will sign/date and submit hard copy to government, as well as electronic copy).

[image: image7.png]Narme of person subritting record for coniractor

Govermment Remarks to Contractor

& View |

¥ ol ey 1 s s e vt





The Monthly Exposure Man Hour Report must be marked Completed in QCS, then printed and signed sent to COE and data exported to Resident Management System (RMS). This should occur NLT the 8th of the month.

The government will import data from QCS into RMS. Government will then pull up the month being reported and Accept or disapprove data and export data back to contractor for correction.
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After Government Accepts the Hours, the government can run report(s) that they need to upward report the Safety Man Hours.

Government can generate the same report that the contractor can and can also run multiple reports at one time for a time period.
[image: image10.png]=) =) =)

Summary B Preview Piint Cloee
P2 Linking |
Custom Rey

=)

Monthly Infuries/llinesses & Exposure

¥ Include Sub-Offices

& AllActive Contracts
 Individualy Selected Contracts

€ Contracts Selested fram Contact Group

@ SelectedMorth [Feb-2007 =]

© Selected Morihs





Safety Office is some districts has agreed to run the reports it needs for upward reporting.
At the end of a contract, government field office should make an adjustment to the reported exposure man hours. We have been reporting estimated exposure man hours. The adjustment to be made will be the difference between “actual” man hours (from payroll records) and the “estimated” exposure man hours previously reported. Notify Safety Office of the adjusted “actual” exposure man hours for the contract at the end of the contract.
A partial sample (2 pages of 5) of the Contractor’s Monthly Record of Work-Related Injuries Illnesses and Exposure Report are shown on the next 2 pages.
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B8-1
This printed copy is for “Information Only.” The controlled version resides on the SAD Contract Administration Website.
B8-7
This printed copy is for “Information Only.” The controlled version resides on the SAD Contract Administration Website.

