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SECTION 01300 – SUBMITTALS

PART 1 -  GENERAL

1.1 RELATED DOCUMENTS

A. Drawings and general provisions of the Contract, including General and Supplementary Conditions, Bid Form and other Division 1 Specification Sections, apply to this Section.

1.2 SUMMARY

A. This Section includes administrative and procedural requirements for submittals required for performance of the Work, including the following:

Revise list below to include all types of submittals required for the performance of this work..

1. Shop Drawings.

2. Product Data.

3. Samples.

4. Quality Assurance Submittals.

5. Construction Photographs.

6. Operating and Maintenance Manuals.

7. Warranties.

B. Administrative Submittals:  Refer to General and Supplementary Conditions other applicable Division 1 Sections and other Contract Documents for requirements for administrative submittals.   Such submittals include, but are not limited to, the following:

1. Construction Progress Schedule including Schedule of Values.

2. Performance and Payment Bonds.

3. Insurance certificates.

4. Applications for Payment.

5. Certified Payroll Reports.

6. Partial and Final Receipt of Payment and Release Forms.

7. Affidavit Compliance with Prevailing Wage Law.

8. Record Drawings.

Include all additional administrative submittals required for this Project.

9. Notification, Permits, etc.

C. The Contractor is obliged and responsible to check all shop drawings and schedules to assure compliance with contract plans and specifications.  The Contractor is responsible for the content of the shop drawings and coordination with other contract work.  Shop drawings and schedules shall indicate, in detail, all parts of an item or work, including erection and setting instructions and integration with the work of other trades.

D. The Contractor shall at all times make a copy, of all approved submittals, available on site to the Construction Representative.

1.3 SUBMITTAL PROCEDURES

A. The Contractor shall comply with the General and Supplementary Conditions and other applicable sections of the Contract Documents.  The Contractor shall submit, with such promptness as to cause no delay in his work or in that of any other contractors, all required submittals indicated in Part 3.1 of this section and elsewhere in the Contract Documents.  Coordinate preparation and processing of submittals with performance of construction activities.  Transmit each submittal sufficiently in advance of performance of related construction activities to avoid delay.

1. Coordinate each submittal with fabrication, purchasing, testing, delivery, other submittals, and related activities that require sequential activity.

2. Coordinate transmittal of different types of submittals for related elements of the Work so processing will not be delayed by the need to review submittals concurrently for coordination.

a. The Designer reserves the right to withhold action on a submittal requiring coordination with other submittals until all related submittals are received.

B. Each drawing and/or series of drawings submitted must be accompanied by a transmittal giving a list of the titles and numbers of the drawings.  Each series shall be numbered consecutively for ready reference and each drawing shall be marked with the following information:

1. Date of Submission

2. Name of Project

3. Location

4. Section Number of Specification

5. State Project Number

6. Name of  Submitting Contractor

7. Name of Subcontractor

8. Indicate if item is submitted as specified or as a substitution

Add Paragraph C if the project will have several submittals.

C.
The Owner is requiring the use of EasySubmittals, which is an electronic submittal process. The EasySubmittals system described below is to be used for all shop drawings, warranties, product data submittals as well as operation and maintenance manuals.

1.4 SHOP DRAWINGS

Modify below to suit each project.

A. Comply with the General Conditions, Article 3.2.
B. The Contractor shall submit newly prepared information drawn accurately to scale.  Highlight, encircle, or otherwise indicate deviations from the Contract Documents.  Do not reproduce Contract Documents or copy standard information as the basis of Shop Drawings.  Standard information prepared without specific reference to the Project is not a Shop Drawing.
C. Shop Drawings include fabrication and installation drawings, setting diagrams, schedules, patterns, templates and similar drawings.  Include the following information.

Amplify list below as necessary to suit project.

1. Dimensions.

2. Identification of products and materials included by sheet and detail number.

3. Compliance with specified standards.

4. Notation of coordination requirements.

5. Notation of dimensions established by field measurement.

Modify subparagraph below to establish a standard sheet size and format.

6. Sheet Size: Except for templates, patterns and similar full-size Drawings, submit Shop Drawings on sheets at least 8-1/2 by 11 inches but no larger than 36 by 48 inches (

1.5 PRODUCT DATA

Modify below to suit each Project.  Comply with Owner’s requirements and office policy.

A. The Contractor shall comply with the General Conditions, Article 3.2.
B. The Contractor shall collect Product Data into a single submittal for each element of construction or system.  Product Data includes printed information, such as manufacturer’s installation instructions, catalog cuts, standard color charts, roughing-in diagrams and templates, standard wiring diagrams, and performance curves.

1. Mark each copy to show applicable choices and options.  Where printed Product Data includes information on several products that are not required, mark copies to indicate the applicable information.  Include the following information:

Include the following information as applicable.  Amplify list below as necessary to suit Project.

a. Manufacturer’s printed recommendations.

b. Compliance with trade association standards.

c. Compliance with recognized testing agency standards.

d. Application of testing agency labels and seals.

e. Notation of dimensions verified by field measurement.

f. Notation of coordination requirements.

2. Do not submit Product Data until compliance with requirements of the Contract Documents has been confirmed.

1.6 SAMPLES

Modify below to suit each Project.  Comply with Owner’s requirements and office policy.

A. The Contractor shall comply with the General Conditions, Article 3.2.
B. The Contractor shall submit full-size, fully fabricated samples, cured and finished as specified and physically identical with the material or product proposed.  Samples include partial sections of manufactured or fabricated components, cuts or containers of materials, color range sets, and swatches showing color, texture, and pattern.

1. The Contractor shall mount or display samples in the manner to facilitate review of qualities indicated.  Prepare samples to match the Designer’s sample.  Include the following:

Amplify list below as necessary to suit Project.

a. Specification Section number and reference.

b. Generic description of the Sample

c. Sample source.

d. Product name or name of the manufacturer.

e. Compliance with recognized standards.

f. Availability and delivery time.

2. The Contractor shall submit samples for review of size, kind, color, pattern, and texture.  Submit samples for a final check of these characteristics with other elements and a comparison of these characteristics between the final submittal and the actual component as delivered and installed.

a. Where variation in color, pattern, texture, or other characteristic is inherent in the material or product represented, submit at least 3 multiple units that show approximate limits of the variations.

Retain subparagraph below if samples illustrate the assembly of different components that comprise a single unit.  See evaluations for further discussion.

b. Refer to other Specification Sections for requirements for samples that illustrate workmanship, fabrication techniques, details of assembly, connections, operation and similar construction characteristics.

Delete subparagraph below if samples are not returned for incorporation in work.

c. Refer to other Sections for samples to be returned to the Contractor for incorporation in the Work.  Such samples must be undamaged at time of use.  On the transmittal, indicate special requests regarding disposition of sample submittals.

d. Samples not incorporated into the Work, or otherwise designated as the Owner’s property, are the property of the Contractor and shall be removed from the site prior to Substantial Completion.

If field samples are not required, delete subparagraph below.  Field Samples may include painted surfaces, floor patterns, integrated ceilings, masonry, and similar items.  Review Sections in Divisions 2 through 16 carefully before deleting.

3. Field samples are full-size examples erected on-site to illustrate finishes, coatings, or finish materials and to establish the Project standard.

a. The Contractor shall comply with submittal requirements to the fullest extent possible.  The Contractor shall process transmittal forms to provide a record of activity.

1.7 QUALITY ASSURANCE DOCUMENTS

Modify below to suit each Project.  Comply with Owner’s requirements and office policy.

A. The Contractor shall comply with the General Conditions,. Article 3.2
B. The Contractor shall submit quality-control submittals, including design data, certifications, manufacturer’s instructions, manufacturer’s field reports, and other quality-control submittals as required under other Sections of the Specifications.

Revise paragraph below to comply with specific Project requirements.

C. Certifications:  Where other Sections of the Specifications require certification that a product, material, or installation complies with specified requirements, submit a notarized certification from the manufacturer certifying compliance with specified requirements.

1. Signature:  Certification shall be signed by an officer of the manufacturer or other individual authorized to contractually bind the company.

Revise paragraph below if submittal of test reports is included in this section.

D. Inspection and Test Reports:  The Contractor shall submit the required inspection and test reports from independent testing agencies as specified in this section and in other sections of the Contract Documents.

Include paragraph below if record photographs are required.  Modify to suit this project.

E. Construction Photographs: The Contractor shall submit record construction photographs as specified in this section and in other sections of the Contract Documents.

1. The Contractor shall submit two sets of prints, black and white, glossy; 8 X 10 inch size; mounted on 8-1/2 X 11 inch soft card stock, with left edge binding margin for three hole punch.

2. The Contractor shall identify each photograph with project name, location, number, date, time and orientation.

3. The Contractor shall submit progress photographs monthly unless specified otherwise.  Photographs shall be taken one week prior to submitting.

4. The Contractor shall take four site photographs from differing directions and a minimum of five interior photographs indicating the relative progress of the work.

1.8 OPERATING AND MAINTENANCE MANUALS AND WARRANTIES

A. The Contractor shall submit all required manufacturer’s operating instructions, maintenance/service manuals and warranties in accordance with the General Conditions Article 3.5 and Supplementary Conditions and this and other sections of the Contract Documents.

PART 2 -  PRODUCTS (Not Applicable)

PART 3 -  EXECUTION

3.1 REQUIRED SUBMITTALS

A. Contractor shall submit the following information for materials and equipment to be provided under this contract.

List appropriate specification section number, name and the mark with an X the applicable submittals that will be required in performance of this work.   Types of Submittals may be deleted or added as needed.
	
	
	TYPE OF SUBMITTAL

	SECTION
	DESCRIPTION
	Shop Drawings
	Product Data
	Sample
	Certifications
	Manufacturer’s Instructions
	Test report
	Inspection Report
	Wiring Diagrams
	Record Photographs
	Maintenance Data
	Operating Instruction
	Warranty

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Add Section 3.2 if the project will have several submittals.

3.2 ELECTRONIC SUBMITTAL SYSTEM

A. Introduction:
1. The EasySubmittals system will be utilized on this project.  

B. Contractor Account 

1. The EasySubmittals service is internet-based and requires no special software or downloading of programs of any type, with the exception of “Adobe Writer” for mark up of submittals by the Contractor. Use an Internet browser to access  www.easysubmittals.com. 

2. The Contractor shall establish the project account by clicking the “Join Now” link and filling out the company’s information. Indicate the State of Missouri project by project title and project number.   

3. EasySubmittals accepts over 250 different file formats for uploading. Any file uploaded to the EasySubmittals service is automatically converted to a .pdf format and each future user has the choice of using the original file format, or the .pdf format. 

4. Every document uploaded to the EasySubmittals service will be secure. If any changes, comments, or modifications are required, the original file will always remain unchanged, but a replica file will be available for changes so everyone will be able to see the company making the changes. 

5. EasySubmittals charges $5 per file that is uploaded onto the service. This charge will be paid by the General Contractor for all EasySubmittals charges incurred by suppliers, subcontractors, the General Contractor and for the design team approvals. If a submittal is resubmitted, there will be a new $5 charge required.  

C. Submittals Initiation 

1. The submittal should be uploaded to the service by the company who originally creates the submittal. If this is another subcontractor or supplier, the Contractor is to send them these instructions, inform them of the requirement, and skip to the other directions provided. 
2. Upload the submittal by clicking on the word “submit” located at the top of the screen. Fill in the fields required with the red asterisk which include Document Name and Project Name.  Also include Specification Section and/or Project Number. Click on the Browse button to locate the appropriate file. Locate the file and double click on that file. Scroll to the bottom of the page, enter the project information, and press the “submit” button. The file will be uploaded to the EasySubmittals service. This process may take several minutes depending on the Internet connection speed and the size of the file. 

3. Forward the submittal to the appropriate party.   Click on the green “forward” button located at the top center of the screen. Enter the email address of the company who is next in the chain and press the “submit” button. The document history at the bottom of the page will be updated automatically to the forward action. An email notification will be received, as the submittal goes through the approval process and all actions by other companies will be recorded in the document history. 

D. Review the Submittal 

1. The EasySubmittals service allows each user the option to review the submittal in either the original file format uploaded into the service or to see the .pdf format of that submittal. To see the original file format, click on the Download Original File to Computer link in the upper left hand corner of the screen. To view the .pdf format, click on the green button View in the top center portion of the screen. There is no charge to view a submittal using the EasySubmittals service and you always have the option of printing the submittal. After reviewing the submittal, press the green “comment” button, also located at the top center of the page to make any comments necessary. 

E. Commenting on the Submittal

1. The EasySubmittals service allows comments in two different manners. A text box is available for typing in text comments or to mark on the submittal, electronically or manually.  Save the changed file to the computer. Click on the “browse” button under “upload comment files” and locate the file. Double click on the file name and press the “submit” button when finished adding comments and/or comment files. 

2. Comments will not show up on the history of the submittal until an Approval action is completed.

F. Approval Process

1. To approve the reviewed submittal click the green “approved” button located in the top center portion of the screen.  The options on the pull down menu include all of the normal options taken on a submittal including Approve, Revise and Resubmit, Rejected, Make Corrections Noted, etc. 

2. Forward the submittal to the next firm in the chain. 

3. The Designer makes the final submittal approval. The EasySubmittals service automatically notifies everyone in the history of the approval action. 

G. Close Out 

1. An email will be received indicating that the submittal has been approved by the Designer. The history may be printed out and will show each companies approval action as well as any comments and/or revisions made. Click on the “print history” link from the screen to get a complete detailed history of the submittal. 
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