
SECTION 01330 - SUBMITTAL PROCEDURESPRIVATE 


1.  GENERAL

1.1  Throughout these specifications submittals may be identified without the prefix "SD" followed by a number. This number and prefix are for book keeping and record sorting in the system.  The SD stands for submittal data and the number is a category, i.e. data, drawings, reports, etc. The submittal register shows either the title of the item being submitted or the number and title of the item being submitted. 


1.1.1  SD-01 Data:  Submittals which provide calculations, descriptions, or documentation regarding the work.


1.1.2  SD-04 Drawings:  Submittals which graphically show relationship of various components of the work, schematic diagrams of systems, details of fabrication, layouts of particular elements, connections, and other relational aspects of the work.


1.1.3  SD-06 Instructions:  Preprinted material describing installation of a product, system or material, including special notices and material safety data sheets, if any, concerning impedances, hazards, and safety precautions.


1.1.4  SD-07 Schedules:  Tabular lists showing location, features, or other pertinent information regarding products, materials, equipment, or components to be used in the work.


1.1.5  SD-08 Statements:  A document, required of the Contractor, or through the Contractor, from a supplier, installer, manufacturer, or other lower tier Contractor, the purpose of which is to confirm the quality or orderly progression of a portion of the work by documenting procedures, acceptability of methods or personnel, qualifications, or other verifications of quality.


1.1.6  SD-09 Reports:  Reports of inspections or tests, including analysis and interpretation of test results.  Each report shall be properly identified.  Test methods used shall be identified and test results shall be recorded.


1.1.7  SD-13 Certificates:  Statement signed by an official authorized to certify on behalf of the manufacturer of a product, system or material, attesting that the product, system or material meets specified requirements.  The statement must be dated after the award of this contract, must state the Contractor's name and address, must name the project and location, and must list the specific requirements which are being certified.


1.1.8  SD-14 Samples:  Samples, including both fabricated and unfabricated physical examples of materials, products, and units of work as complete units or as portions of units of work.


1.1.9 SD-18 Records: Documentation to record compliance with technical or administrative requirements.


1.1.10 SD-19 Operation and Maintenance Manuals: Data which forms a part of an operation and maintenance manual.


1.2  Submittal Classification:  Submittals are classified as follows; and indicated on the Submittal Register.


1.2.1  Government Approved:  Government approval is required for extensions of design, critical materials, deviations, equipment whose compatibility with the entire system must be checked, and other items as designated.  Within the terms of the Contract Clause entitled "Specifications and Drawings for Construction," such items are defined as "shop drawings".


1.2.2  Information Only:  All submittals not requiring Government approval are to be submitted to the PW E&CMB, and marked "for information only".


1.3  Approved Submittals:  The approval of submittals by the Government shall not be construed as a complete check, but will indicate only that the general method of construction, materials, detailing and other information are satisfactory.   Any deviation from the specifications must be identified. Approval will not relieve the Contractor of the responsibility for any error which may exist, as the Contractor under the CQC requirements of this contract is responsible for the dimensions and design of adequate connections, details and satisfactory construction of all work.  After submittals have been approved by the Government, no resubmittal for the purpose of substituting materials or equipment will be given consideration unless accompanied by an explanation as to why a substitution is necessary.


1.4  Disapproved Submittals:  The Contractor shall make all corrections required and promptly furnish a corrected submittal in the form and number of copies as specified for the initial submittal.  If the Contractor considers any correction indicated on the submittals to constitute a change to the contract, notice as required under the Contract Clause entitled "Changes" shall be given promptly to the Contracting Officer.


2.  PRODUCTS:  (Not Applicable)


3.  EXECUTION:


3.1  General:  The Contractor shall submit all items listed on the Submittal Register (ENG FORM 4288) or specified in the other sections of these specifications.  The Contracting Officer may request submittals in addition to those listed when deemed necessary to adequately describe the work covered in the respective sections. Units of weights and measures used on all submittals shall be the same used in the contract drawings.  Submittals shall be made in the respective number of copies and sent to Public Works E&CMB. Each submittal shall be complete and in sufficient detail to allow ready determination of compliance with contract requirements. Prior to submittal, all items shall be checked and approved by the Contractor's Quality Control (CQC) representative and each item of the submittal shall be stamped, signed, and dated and each respective transmittal form (ENG FORM 4025) shall be signed and dated by the CQC representative certifying that the accompanying submittal complies with the contract requirements.  This procedure applies to all transmittals regardless of classification (Information Only or Government Approved). Proposed deviations from the contract requirements shall be clearly identified.  Submittals shall include items such as: Contractor's, manufacturer's, or fabricator's drawings; descriptive literature including (but not limited to) catalog cuts, diagrams, operating charts or curves; test reports; test cylinders; samples; O & M manuals including parts list; certifications; warranties and other such required submittals.  Submittals requiring Government approval shall be scheduled and made prior to the acquisition of the material or equipment covered thereby.


3.2  Submittal Register (ENG FORM 4288):  At the end of this section is one set of ENG FORMs 4288 listing each item of equipment and material for which submittals are required by the Technical Specifications Divisions 2 through 16.  Columns "c" through "o" have been completed by the Government.  The Contractor shall complete columns "a", "b", and "p" through "s" and return 4 completed copies to the PW E&CMB for approval within 15 calendar days after receipt of the Notice to Proceed.  Contractor shall review the list to ensure its completeness and may expand general category listings to show individual entries to each item.  The Contractor shall prepare ENG FORM 4288 listings for those submittals identified in the TECHNICAL SPECIFICATIONS and CONTRACT CLAUSES.

  Items the Contractor shall include on the ENG FORM 4288 listings include, but are not limited to, the following:

ITEM




SPECIFICATION SECTION
QC Plan, Safety Plan, 

[Activity Hazard Analysis]

01400

Submittal Register



01300

Proposed Construction Schedule
01040

O & M Manual Requirements

01700

The approved submittal register will become the scheduling document and will be used to control submittals throughout the life of the contract.  This register, Contractor's schedule dates (columns q - s), and the progress schedules shall be coordinated.


3.3  Scheduling:  Submittals covering component items forming a system or items that are interrelated shall be scheduled to be coordinated and submitted concurrently.  Certifications to be submitted with the pertinent drawings shall be so scheduled.  Adequate time (a minimum of 30 calendar days exclusive of mailing time) shall be allowed on the register for review and approval.  No delays, damages or time extensions will be allowed for time lost due to late submittals.  Contractor shall follow up on any submittal requiring Government approval to ensure the Government has received and is processing the submittal.


3.4  Transmittal Form (ENG FORM 4025):  The transmittal form ENG FORM 4025, sample attached at end of this section, shall be used for submitting both Government Approved and Information Only submittals in accordance with the instructions on the reverse side of the form.  This form shall be properly completed by filling out all the heading blank spaces and identifying each item submitted.  Special care shall be exercised to ensure proper listing of the specification paragraph and/or sheet number of the contract drawings pertinent to the data submitted for each item.


3.5  Cross-Reference (ENG FORM 4288/ENG FORM 4025):  To provide a cross-reference between the submittals of ENG FORM 4288 and the transmittal form ENG FORM 4025 the Contractor shall record the "transmittal numbers" assigned when submitting materials in the "REMARKS" column of the ENG FORM 4288.  DO NOT preassign submittal numbers when preparing the submittal register.  Transmittal numbers shall be assigned sequentially in accordance with the instructions on the reverse side of the transmittal form ENG FORM 4025.


3.6  Submittal Procedure:  Submittals shall be made as follows:


3.6.1  General:  Shop drawings and ENG FORM 4025 shall be submitted in the number of copies specified in subparagraphs "Government Approved Submittals" and "Information Only Submittals".  ENG FORM 4025 is the transmittal document and shall be initiated by the Contractor in accordance with the instructions herein and as on the reverse side of ENG FORM 4025. Blank ENG FORM 4025 will be furnished by the Contracting Officer upon request. Each submittal item shall be listed separately on the form.  One or more ENG FORM 4025 shall be used per specification SECTION. Each submittal shall be complete, containing all information needed to determine contract compliance.


3.6.2  Approval of Submittals:  All submittals shall be Contractor approved; however, certain specified submittals will also require Government approval.  Government approval is required when submittals:


3.6.2.1  Are specially identified in the Submittal Register (ENG FORM 4288) for Government approval, or


3.6.2.2  Are extensions of design, or


3.6.2.3  Depict deviation from the contract (such as an "or equal" decision).

Before submission, Contractor shall review and correct shop drawings prepared by subcontractors, suppliers, and itself for completeness and compliance with plans and specifications.  Approval by Contractor shall be indicated on each shop drawing by an "Approval" stamp containing information as shown on stamp outline in paragraph CONTRACTOR APPROVAL STAMP.  Names and titles of individuals authorized by Contractor to approve shop drawings shall be submitted to the Contracting Officer with submittal of ENG FORM 4288.  Suppliers' or subcontractors' certifications are not acceptable as meeting this requirement.  Submittals not conforming to the requirements of this Section will be returned to the Contractor for correction and resubmittal.


3.6.3  Deviations:  For submittals which include proposed deviations (variations) requested by the Contractor, the submittal shall be identified as "VARIATION" AND FOUR COPIES SUBMITTED for Government Approval.  The Contractor shall set forth in writing the justification for any deviations and annotate such deviations on the submittal.  The Government reserves the right to rescind inadvertent approval of submittals containing unnoted deviations.


3.6.4  Certification:  The contractor is responsible for, and shall certify that, the submittals comply with contract requirements.


3.6.5  Drawings:  Each drawing shall be not more than 28 inches high by 40 inches wide, with a title block in lower right hand corner and a 3- by 4-inch clear area adjacent.  Title block shall contain subcontractor's or fabricator's name, Contract number, description of item(s), bid item number, and a revision block. Contractor shall submit the required number of prints of any type, except blueprints.  Provide a blank margin of 3/4 inch at bottom, 2 inches at left, and 1/2 inch at top and right.  Where drawings are submitted for assemblies of more than one piece of equipment or systems of components dependent on each other for compatible characteristics, complete information shall be submitted on all such related components at the same time.  Contractor shall ensure that information is complete and that sequence of drawing submittal is such that all information is available for reviewing each drawing.  Drawings for all items and equipment, or special manufacture or fabrication, shall consist of complete assembly and detail drawings.  All revisions after initial submittal shall be shown by number, date, and subject in revision block.


3.6.6  Printed Material:  All requirements for shop drawings shall apply to catalog cuts, illustrations, printed specifications, or other data submitted, except 3- by 4-inch clear area adjacent to the title block is not mandatory.  Inapplicable portions shall be marked out and applicable items such as model numbers, sizes, and accessories shall be indicated.


3.7  Control of Submittals:  The Contractor shall carefully control his procurement operations to ensure that each individual submittal is made on or before the Contractor scheduled submittal date shown on the approved "Submittal Register".


3.7.1  Submittal Control Form:  The contractor shall review the contract requirements and determine those submittals needed to assure contract compliance.  Contractor shall submit for review and approval, in duplicate, ENG FORM 4288.


3.8  Government Approved Submittals (Submit 4 Copies): Upon completion of review of submittals requiring Government approval, the submittals will be identified as having received approval by being so stamped and dated.  Two (2) copies of the submittal will be retained and 2 (two) copies of the submittal will be returned to the Contractor.


3.8.1  When submittals are required to be approved, each copy of the drawings will be identified as having received such approval by being so stamped and dated.  Delays in the approval process shall not be the basis for consideration of a time extension when such delay is the result of the contractor's failure to make proper submittal or make corrections in accordance with the specification or the Government comments or is a result of a resubmittal which is required because of an unsatisfactory original submittal.  Approval action will not relieve the contractor of his responsibility for compliance with the contract but will indicate only that the general method of construction and detailing is satisfactory.


3.8.2  Processing of Government Approved Submittals:  Each copy submitted shall be identified by having a completed copy of ENG FORM 4025 attached to it.  Submittals will be reviewed and processed as follows:


3.8.2.1  Approved as Submitted (Action Code "A"):  Shop drawings which can be approved without correction will be stamped "Approved" and two prints, or two copies of catalog and other printed data, will be returned to the Contractor.


3.8.2.2  Approved Except as Noted (Action Code "B"):  Shop drawings which have only minor discrepancies will be annotated to indicate necessary corrections.  Material will be marked "Approved Except as Noted" and returned to the Contractor for correction.  Distribution will be the same as for "Approved as Submitted" submittals.


3.8.2.3  Approved Except as Noted, Resubmission Required, (Action Code "C"):  Shop drawings which are incomplete or require more than minor corrections will be annotated in red to indicate necessary corrections.  Material will be marked "Approved Except as Noted - Resubmission Required" and returned to the Contractor for correction.  Two prints, or two copies of catalog and other printed data, will be returned to the Contractor.  The Contractor need only resubmit the part of the submittal showing the corrections.


3.8.2.4  Disapproved (Action Code "E"):  Shop drawings which are fundamentally in error, cover wrong equipment or construction, or require extensive corrections, will be returned to the Contractor "Disapproved".  An explanation will be furnished on the submitted material or on ENG FORM 4025 indicating reason for disapproval.  Distribution will be the same as for "Approved Except as Noted" submittals.


3.8.2.5  Resubmittal will not be required for shop drawings marked "Approved as Submitted" or "Approved Except as Noted" (Code B) unless subsequent changes are made by Contractor or a contract modification.  For shop drawings marked "Approved Except as Noted, Resubmission Required," (Code C) or "Disapproved," Contractor shall make corrections required, note any changes by dating the revisions to correspond with the change request date, and promptly resubmit the corrected material.  Resubmittals shall reference the submittal number of the original rejected submittal.  Government costs incurred after the first resubmittal will be charged to the Contractor.


3.9  Information  Only Submittals (Submit three copies): Approval of the Government is not required on information only submittals.  These submittals will be used for information purposes.  The Government reserves the right to require the Contractor to resubmit any item found not to comply with the contract.  The resubmittal shall be reclassified as Government approved submittal.  This does not relieve the Contractor from the obligation to furnish material conforming to the plans and specifications and will not prevent the Contracting Officer from requiring removal and replacement if nonconforming material is incorporated in the work.  This does not relieve the Contractor of the requirement to furnish samples for testing by the Government laboratory or check testing by the Government in those instances where the technical specifications so prescribe.


3.9.1  Processing of Information Only Submittals:  Copies of all submittals submitted for information only shall be submitted prior to delivery of the material or equipment to the jobsite.  Each copy submitted shall be identified by having a completed copy of ENG FORM 4025 attached to it.  ENG FORM 4025 shall be marked as follows to identify the Contractor approved submittals. An asterisk shall be placed in column g and the words "Contractor Approved For Information Only" shall be placed in the remarks block of the form.  Submittals will be monitored and spot checks will be made.  When such checks indicate noncompliance, Contractor will be notified by the same method used for Government approvals.


3.10  Contractor Approval Stamp:  The stamp used by the Contractor on the submittal data to certify that the submittal meets requirements shall be similar to the following: 

PRIVATE 
CONTRACTOR:

CONTRACT NO.:                                     TRANSMITTAL NO.:                                  ITEM NO.:                                         SPECIFICATION SECTION:                            PARAGRAPH NO.                                     APPROVED: YES          NO        

APPROVED WITH CORRECTIONS AS NOTED 

    ON SUBMITTAL DATA:                                ON ATTACHED COMMENT SHEET:                    SIGNATURE:                                        TITLE:                     DATE:                  

CONTRACTOR'S REVIEW STAMP


ENG FORM 4025 FRONT


REPLACES THIS SHEET


IN THE FINAL DOCUMENT


ENG FORM 4025 BACK


REPLACES THIS SHEET


IN THE FINAL DOCUMENT


NOTES TO SUBMITTAL REGISTER


(ENG FORM 4288)

1.
The Submittal Register shall be completed and submitted to the PW E&CMB in accordance with Section H Special Contract Clauses and this SECTION, paragraphs SUBMITTAL REGISTER and SCHEDULING.  The ENG FORM 4025 used to transmit the submittal register should be Transmittal No. 1.

2.
The Technical review responsibility (CLASSIFICATION column) identified in the attached Submittal Register supersedes any reference to the review responsibility as specified in the Technical Specifications.

3.
Contractor shall also, when requested by the Contracting Officer, provide additional submittals at no additional cost to the Government.

4.
Blank ENG FORM 4288's and ENG FORM 4025's will be furnished by PW E&CMB.


END OF SECTION


FORM 4288


SUBMITTAL REGISTER


WILL BE INSERTED HERE


AND ON FOLLOWING PAGES AS REQUIRED

                        01300-1             Revised May 1997

01300-9 

Revised May 1997

