DSC GUIDELINE No. CM-20 SUBMITTAL REVIEW PROCESS

The following describes a step by step proces&timliowed to ensure a timely review of submittals.

Responsible

CMR. It is strongly recommended that the contrak&®p an interim copy until comments
are returned. As a general rule, each specificamtion should be submitted complete. [
not combine different specification sections onghme transmittal form. Within a
specification section, each separate item requapgroval should be separately listed on
Transmittal Form, check appropriate column for sittadrtype, action or informational,
assign a sequential item number, and the appliqeotegraph in Part 2 of the specification
should be referenced. Use the transmittal formioaoation sheet as necessary to
accommodate all items being submitted under a Bpatdn section. Each transmittal
should be numbered in accordance with the pre-asdigubmittal numbers separately
furnished. The procedure below will return to tloetractor at least 1 set of shop drawing
manufacturer’s data, or sample, along with the deted Transmittal Form CM-16
containing original signatures and any attachedments. In some cases, samples will bg
reviewed in the field due to logistical considevas.

Shop Drawings: Submit 4 sets of hard-copy drawings.
Manufacturers’ Catalog Cut Sheets, Data Sheets, arimilar: Submit 4 copies of data
Samples:Submit 4 samples.

Identification Information: All submittals must have the identification infieation entered
on Form CM-16, including park name (BIBE), PMIS rhan (014820), project title (Chiso
Basin Water System), contract number (1443N121103Q%ransmittal number (pre-
assigned), date submitted, contractor's name, abdositractor’s or supplier's name.

Transmittal form must also be signed and dated byhte contractor to certify that this
submittal is accurate, complete and in compliance ith the contract requirements (Far
52.236-21.)

For disapproved transmittal requiring corrections to be made lgy¢hntractor and
resubmitted, use the same transmittal number withdaledal pha suffix (i.e., 12A).

Steps and Description of Tasks Time Schedul
Party
Contractor | 1. As specified in Section 013323, sitishop drawings and project data on Transmittahi-q Contract
CM-16 to the on-site Construction Management Regedive, hereafter referred to as thespecifications

(Section 013323)
oaormally requires
the contractor to
theovide
transmittals a
gninimum of 30
calendar days
before materials
or equipment are
sprdered,
delivered, or
installed (check
Section 013323
for actual time
requirement).

o7

CMR

. Review the transmittal for completenes# Error or incomplete, return the entire

transmittal for correction.

If the transmittal package is complete, el@abmittal Log Dates(at the bottom of Form
CM-16) for the date the transmittal was received the date the transmittal was forwarde
to the designer. Also, record these dates on thmital tracking form.

Keep a copy of the transmittal form and the datapsdrawing, or sample for interim use
until receipt of the review comments.

Forward the original transmittal form; the origirsadd 3 copies of manufacturer’s data shq
and/or shop drawings; and two samples to the Adtgder for technical review and

recommendation. Expedite the delivery of the trattahso that it arrives timely and safely.

Fax or email a scanned copy of the CM-16 to the GOhey know what is being
processed. Provide follow up by tracking statuswiomittals and working with the project
team to expedite processing. Submittals on theeptgjchedules critical path may need to
through an accelerated review process to accommadkatproject schedule.

Maximum 3 days

pets

go

A/E

. The submittal is received and logged byAHe's office, and routed to the appropriate

. Technical review and analysis will be accontpdid in such a way to ensure the equipme

designer or sub-consultant for technical review.

and/or materialsatisfy the contract and wilberform asintended. The designer will make
notes during the review process. The preferred et providing review comments is fo

the designer to consolidate them onto 8%z by 11tshede attached to the transmittal form.

Each review comment should cross-reference theesgiqliitem number listed on the
transmittal form. In certain cases (and in genieréthe case of shop drawings), it may be

Maximum 12
days

more efficient to make notations directly onto shomitted data. In such cases, the notat

ons



Responsible
Party

Steps and Description of Tasks

Time Schedul

. In theReview Commentsblock of the transmittal form, cross-referencedttached review

. The sub-consultant returns the original tratisiniorm with any comment sheets and all

. The prime consultant sends the remaining 2e=pf the submittal data along with

should be made on each set of submittal data.

comments sheet or reference the notations that made directly on the submittal data, a
applicable. For each item submitted, mark the gmteNPS Action block, sign in the
Recommended Byblock and enter job title and date. The firm perfing the review make;
a copy of the transmittal form with any attachechogent sheets and retains them along y
one set of submittal data (and/or one submittechtgmif a sub-consultant has performed
the review, proceed to step 6. Otherwise proceeteip 7.

remaining submittal data to the prime consultahe prime consultant performs a quality
control check of the sub-consultant’s review. Thenp consultant makes a copy of the
transmittal form with any attached comment sheetkratains them along with one set of
submittal data.

completed transmittal forms with any comment sheethe Denver Service Center
Submittal Management Specialist (SMS). The trariaifri logged out of the office.
Expedite the delivery of the transmittal so thatriives timely and safely.

U7y

b

vith

DSC

. The submittal is received and logged ineAffeceipt, COR reviews the recommendations

and if in concurrence, signs and dates in the biaion by. Keep 1 copy of the complete
transmittal form along with any attached commemiess and retain them along with 1
complete set of submittal data (and/or one sanfptehe DSC file.

If not in concurrence, contact the A/E desigand discuss resolution of differences. Ong
agreement is reached, edit review comments as ppat®, and sign and date the transmit
form. Coordinate with A/E to insure that any adutitl notations placed on the submittal
data or shop drawings are also added to the A&€srd copy. The A/E will be responsiblg
for coordinating with any sub-consultants. Returigioal completed transmittal form with

attached comments and remaining submittal setsafoples) to the CMR. The transmittal|i

logged out of the office. Expedite the deliverytiod transmittal so that it arrives timely an
safely.

D

]

tal

|

Maximum 12
days

CMR

D.

. Send via fax to the design A/E the completed agdesd transmittal form along with any

. Send (or hand carry) the original completed trattairfiorm with attached comment sheet

. Utilize the copy of submittal data (or sample) metd by the CMR at the beginning of the

After receipt of submittal, ent&ubmittal Log Date, at the bottom of the CM-16 and on t
submittal tracking form. Transfer any notations theve been made on the submittal datg
shop drawings to the set of data that was retaanbéae beginning of the process or make
one copy of the completed transmittal with comments

Distribute as follows:

attached comments sheets. This insures that thé@gka record copy of the final complet
transmittal form and has a copy of the final comtaaheets that reflect any edits by the
COR. The design A/E will be responsible for cooading with any sub-consultants.

and 1 set of submittal data (or 1 sample) to therector. Log the date the submittal was
returned to the contractor.

process, along with a copy of the transmittal fevith any comments sheets for use as a
working set during the course of the construction.

Upon completion of the project, this file set vial turned over to the park maintenance
division.

névi
or

b

aximum 3 days

Contractor

6. Make the appropriate number of copfaéke submittal data and/or shop drawings and

transmittal form with any comment sheets, as apjmtgpdepending on the number of cop
required by the contractor, subcontractors, anglgg involved. Distribute accordingly. If

ies

the submittal is not approved, proceed again fr@askTL above.

For selected designated submittals, the CMR skealbpm the technical review. In such cases, thpdowr skips steps 3 to 6. Under step 7, the
inspector should forward a set of the reviewed stthhalata and transmittal form to the A/E for thidlies.



