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SECTION 013300 - SUBMITTAL PROCEDURES

PART 1- GENERAL

11

A.

12

13

14

SUMMARY

Section includes requirements for the submittal schedule and administrative and procedural
requirements for submitting Shop Drawings, Product Data, Samples, and other submittals.

Related Sections:
1 Division 01 Section "Maintenance Data' for submitting operation and maintenance
manuals.

2. Divison 01 Section "Project Record Documents' for submitting record Drawings, record
Specifications, and record Product Data.

DEFINITIONS

Action Submittals:  Written and graphic information and physical samples that require
Architect's responsive action.

Informational Submittals: Written and graphic information and physical samples that do not
require Architect's responsive action. Submittals may be rejected for not complying with
reguirements.

ACTION SUBMITTALS

Submittal Schedule: Submit a schedule of submittals, arranged in chronological order by dates
required by construction schedule. Include time required for review, ordering, manufacturing,
fabrication, and delivery when establishing dates. Include additional time required for making
corrections or modifications to submittals noted by the Architect and additiona time for
handling and reviewing submittals required by those corrections.

SUBMITTAL ADMINISTRATIVE REQUIREMENTS

Coordination:  Coordinate preparation and processing of submittals with performance of
construction activities.

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

Processing Time: Allow time for submittal review, including time for resubmittals, as follows.
Time for review shall commence on Architect's receipt of submittal. No extension of the
Contract Time will be authorized because of failure to transmit submittals enough in advance of
the Work to permit processing, including resubmittals.
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2.

Review: Allow 7 days for review of each submittal. Allow additional time if
coordination with subsequent submittals is required. Architect will advise Contractor
when a submittal being processed must be delayed for coordination.
Resubmittal Review: Allow 7 days for review of each resubmittal.

C. ldentification and Information: Place a permanent label or title block on each paper copy
submittal item for identification.

1 Indicate name of firm or entity that prepared each submittal on label or title block.
2. Provide a space approximately 6 by 8 inches (150 by 200 mm) on label or beside title
block to record Contractor's review and approval markings and action taken by Architect.
3. Include the following information for processing and recording action taken:
a Project name.
b. Date.
C. Name of Architect.
d. Name of Contractor.
e Name of subcontractor.
f. Name of supplier.
0. Name of manufacturer.
h. Submittal number or other unique identifier, including revision identifier.

1) Submittal number shall use Specification Section number followed by a
decimal point and then a sequential number (e.g., 061000.01). Resubmittals
shal include an alphabetic suffix after another decima point (eg.,
061000.01.A).

i Number and title of appropriate Specification Section.
J- Drawing number and detail references, as appropriate.
k. Location(s) where product isto be installed, as appropriate.
l. Other necessary identification.
D. Identification and Information: Identify and incorporate information in each electronic

submittal file as follows:

1

2.

Assemble complete submittal package into a single indexed file with links enabling
navigation to each item.
Name file with submittal number or other unique identifier, including revision identifier.

a File name shall use project identifier and Specification Section number followed
by a decimal point and then a sequential number (e.g., LNHS-061000.01).
Resubmittals shall include an alphabetic suffix after another decimal point (e.g.,
LNHS-061000.01.A).

Provide means for insertion to permanently record Contractor's review and approva
markings and action taken by Architect.
Include the following information on an inserted cover sheet:

a Project name.
b. Date.
C. Name and address of Architect.
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d. Name of Contractor.
e Name of firm or entity that prepared submittal.
f. Name of subcontractor.
0. Name of supplier.
h. Name of manufacturer.
i Number and title of appropriate Specification Section.
J- Drawing number and detail references, as appropriate.
. Location(s) where product is to be installed, as appropriate.
l. Related physical samples submitted directly.
m.  Other necessary identification.

E. Options: Identify options requiring selection by the Architect.

F. Deviations: Identify deviations from the Contract Documents on submittals.

G. Use for Congtruction: Use only final submittals that are marked with approval notation from
Architect.

PART 2 - PRODUCTS

21 SUBMITTAL PROCEDURES

A.  Genera Submittal Procedure Requirements:

1

Submit electronic submittals via email as PDF electronic files.

a Architect will return annotated file. Annotate and retain one copy of file as an
electronic Project record document file.

Action Submittals:  Submit two paper copies of each submittal, unless otherwise
indicated. Architect will return one copy.

Informational Submittals: Submit one paper copy of each submittal, unless otherwise
indicated. Architect will not return copies.

Closeout Submittals and Maintenance Material Submittals: Comply with requirements
specified in Division 01 Section "Closeout Procedures.”

Certificates and Certifications Submittals: Provide a statement that includes signature of
entity responsible for preparing certification. Certificates and certifications shall be
signed by an officer or other individual authorized to sign documents on behalf of that
entity.

Test and Inspection Reports Submittals: Comply with requirements specified in
Divison 01 Section "Quality Requirements.”

B.  Product Data: Callect information into a single submittal for each element of construction and
type of product or egquipment.

1

2.

If information must be specialy prepared for submittal because standard published data
are not suitable for use, submit as Shop Drawings, not as Product Data.
Mark each copy of each submittal to show which products and options are applicable.
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C.

Shop Drawings: Prepare Project-specific information, drawn accurately to scale. Do not base

Shop Drawings on reproductions of the Contract Documents or standard printed data.

1 Preparation:  Fully illustrate requirements in the Contract Documents.
following information, as applicable:

Identification of products.

Schedules.

Compliance with specified standards.

Notation of coordination requirements.

Notation of dimensions established by field measurement.

Relationship and attachment to adjoining construction clearly indicated.
Sedl and signature of professional engineer if specified.

@rmpopoT

2. Submit Shop Drawings in the following format:

a PDF electronic file.
b. Two paper copies of each submittal. Architect will return one copy.

Include the

Samples. Submit Samples for review of kind, color, pattern, and texture for a check of these
characteristics with other elements and for a comparison of these characteristics between

submittal and actual component as delivered and installed.

1 Transmit Samples that contain multiple, related components such as accessories together

in one submittal package.

2. Identification: Attach label on unexposed side of Samples that includes the following:

Generic description of Sample.

Product name and name of manufacturer.

Sample source.

Number and title of applicable Specification Section.

opoo

3. Disposition: Maintain sets of approved Samples at Project site, available for quality-
control comparisons throughout the course of construction activity. Sample sets may be

used to determine final acceptance of construction associated with each set.

a Samples that may be incorporated into the Work are indicated in individua
Specification Sections. Such Samples must be in an undamaged condition at time

of use.

b. Samples not incorporated into the Work, or otherwise designated as Owner's

property, are the property of Contractor.

C. Number of Samples: Submit two sets of Samples. Architect will retain one

Sample set; remainder will be returned.

Product Schedule: As required in individua Specification Sections, prepare a written summary

indicating types of products required for the Work and their intended location.
following information in tabular form:

1 Submit product schedule in the following format:
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F.

G.

a PDF electronic file.
b. Two paper copies of product schedule or list, unless otherwise indicated.
Architect will return one copy.

Installer Certificates: Submit written statements on manufacturer's letterhead certifying that
Installer complies with requirements in the Contract Documents and, where required, is
authorized by manufacturer for this specific Project.

Design Data:  Prepare and submit written and graphic information, including, but not limited to,
performance and design criteria, list of applicable codes and regulations, and calculations.
Include list of assumptions and other performance and design criteria and a summary of loads.
Include load diagrams if applicable. Provide name and version of software, if any, used for
calculations. Include page numbers.

PART 3 - EXECUTION

31

A.

B.

C.

3.2

A.

C.

CONTRACTOR'S REVIEW

Action and Informational Submittals. Review each submittal and check for coordination with
other Work of the Contract and for compliance with the Contract Documents. Note corrections
and field dimensions. Mark with approva stamp before submitting to Architect.

Project Closeout and Maintenance/Material Submittals: Refer to requirements in Division 01
Section "Closeout Procedures.”

Approval Stamp: Stamp each submittal with a uniform, approval stamp. Include Project name
and location, submittal number, Specification Section title and number, name of reviewer, date
of Contractor's approval, and statement certifying that submittal has been reviewed, checked,
and approved for compliance with the Contract Documents.

ARCHITECT'SACTION

General: Architect will not review submittals that do not bear Contractor's approval stamp and
will return them without action.

Action Submittals: Architect will review each submittal, make marks to indicate corrections or
modifications required, and return it. Architect will stamp each submittal with an action stamp
and will mark stamp appropriately to indicate action.

Informational Submittals: Architect will review each submittal and will not return it, or will
return it if it does not comply with requirements. Architect will forward each submittal to

appropriate party.

Incomplete submittals are not acceptable, will be considered nonresponsive, and will be
returned without review.

Submittals not required by the Contract Documents may not be reviewed and may be discarded.
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END OF SECTION 013300
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