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Purpose & Procedure

» The purpose of the Submittals BP is to provide a means for
managing and tracking the various forms of submittals
required for a successful construction project.

» The Submittals BP is used by contractors for the submission,
review and approval of submittals as stipulated in the
contract documents

» Workflow

Created by: Contractor > Sent to: A/E Review —> Sent to: Contractor
Update, Consultant Review, or Hold Notice Notification




Roles & Responsibilities

» Contractor

» Submits documents, samples, etc. to A/E (A/E) for conformance with
contract documents

» A/E
» Reviews the contractor submittals for conformance with contract

requirements

» Advises contractors of submittals held for coordination of colors, patterns,
etc.

» Returns incomplete or unacceptable submittals to the contractor

» Coordinates review of submittals with their consultants

» Advises Lead Contractor (non-CM projects) of submittal review status for

scheduling purposes
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Create a Submittal Record
» Complete the Upper Form (General tab)
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Record Number: | |

Project Mumber: |SFC-DBDDD1.D1

Project Name: }Dak Hills Local Building Project Creator: Katie Tuttle

Crganization Name: Creation Date: | |

Facility Name: | Status: | |
Title: [Test Submittal * Due Date: | |

ContractName: Test Contract3 | Selest.. |
Contract No.: |12345.5 | Wendor Name: |,J{:e General Contractor |
Drawing No.: | |

Specification Section: 7768 |
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Document Publishing

Documents attached from the desktop will be published in the "Publish Path’ directory shown below.
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Add Line ltem

» In the Submittals List Tab, Click Add
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Submitting Samples by Mail

» If mailing the sample, complete the fields on this form,
including the Non-Electronic Submissions section

» Click OK
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Submitting Samples Electronically

» Complete the necessary fields on the form

» Click Attachment, Add Attachment, choose My Computer
» Choose file to add

» For more information on adding documents, please see the “Attach Documents” job aid
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Submitting Samples Electronically

» You’ll see your attached document at the top of your Line Item
window

» Click OK
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Submittal Record

» You’ll see the lines on your submittal record in the Submittals

List tab
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Routing for Approval

» If Submittals are attached to the BP record Select Workflow Action: Submit

» If Submittals are submitted separately select Workflow Action: Submit via
Transit

» The (To) field is auto populated with A/E (A/E)

» Click Send
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Submittals in Transit Await

» Submittals not sent to the A/E electronically
may take one or more days in transit. This step
allows the record to account for submittals in
transit and delay the start of the A/E’s 14-day
review period until receipt of the documents
by the A/E.

» Upon receipt of delivery, the A/E must move
the record into the A/E Review step.
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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