((Specifier leave this line)) SBBC Design & Material Standards, January 01, 2010 Edition)

SECTION 01330 (01 33 00)
SUBMITTAL PROCEDURES

PART 1 GENERAL
SECTION INCLUDES

A. Submittal Schedule.

B. Contractor’s Responsibilities.

C. Submittal Procedures.

D. Proposed Products List.

E. Shop Drawings. 

F. Product Data. 

G. Samples.
H. Manufacturer’s instructions. 

I. Manufacturer’s certificates.

J. Manufacturer’s Field Reports.

K. Miscellaneous Submittals.

L. Project Consultant’s Review

RELATED SECTIONS 

M. Section 01290-Payment Procedures.

N. Section 01320-Construction Progress Documentation.

O. Section 01340-Shop Drawings, Product Data, and Samples.

P. Section 01770-Closeout Procedures.

Q. Section 01780-Closeout Submittals.
R. Section 01572- LEED Requirements.
SUBMITTAL SCHEDULE
S. Submit Submittal Schedule as a separate attachment to the initial Construction Schedule required as Post Award Information (as required in Document 00200-Instructions to Bidders) and as further specified in Section 01320-Construction Progress Documentation.
T. Submit complete list of major products proposed for use, with name of manufacturer, trade name, and model number of each product and information related to submittals required for each product: 

1. Correlate the Submittal Schedule with the listing principal subcontractors and with the contents of the Project Manual.
2. Prepare the Submittal Schedule in chronological order of submittals.  Show category of the submittal (by specification section number), name of subcontractor, a generic description of the Work covered, related specification section numbers for adjacent or interfacing Work, activity or event number on the Construction Schedule, the scheduled date for the first submission, resubmissions, and the approval by the Project Consultant and/or Owner.

3. Coordinate different submittals for the same or directly related units of work to avoid delays resulting from the Project Consultant’s need to review submittals concurrently for coordination.  No extension of time will be granted as a result of failure to transmit submittals to the Project Consultant sufficiently in advance of the Work.
U. Assign each required submittal a sequential “Submittal Number” reflecting the chronological order in which the submittal shall be transmitted to the Project Consultant.

CONTRACTOR’S RESPONSIBILITIES

V. Contractor shall contact the Project Consultant for the Project Consultant’s preferred format for submittals so as not to delay turn around time.

W. Prepare and review submittals prior to transmittal to the Project Consultant.

X. Verify:

1. Field Measurements.
2. Field Construction Criteria.
3. Product numbers and other incidental changes to specified products subsequent to publication of the Project Manual. Submittal shall list specified number and new number.

Y. Coordinate each submittal with the requirements of the Work and the Contract Documents.

Z. Project Consultant’s Review:

1. Contractor’s responsibility for errors and omissions in submittals shall not be relieved by the Project Consultant’s review.

2. Contractor’s responsibility for deviations in submittals shall not be relieved by the Project Consultant’s review of submittals unless the Owner and the Project Consultant give written acceptance of specific deviations.

AA. Notify the Project Consultant in writing, at time of submission, of deviations in submittals from the requirements of the Contract Documents.  Identify variations from Contract Documents and Product or system limitations, which may be detrimental to successful performance of the Completed Work.  In the Project Consultants sole judgment, deviations may require submittal of Substitution Request.

AB. Partial Submittals:  Obtain pre-approval in writing from the Project Consultant to review partial submittals concerning complex building systems or assemblies.  Partial submittals without approval in writing by the Project Consultant will be returned to the Contractor without action.

AC. Do not begin Work, which requires submittals until return of submittals from the Project Consultant bearing the Project Consultant’s stamp indicating acceptance of the submittal.

AD. Reproduce and distribute copies of approved submittals to pertinent parties.

SUBMITTAL PROCEDURES 

AE. Transmit each submittal with Document 01330a-Submittal Form.

AF. Sequentially number the transmittal forms with the number established on the Submittals Schedule:

1. Affix submittal number to all submittal materials, related documentation, and any correspondence concerning a submittal.

2. Resubmittals shall have original number with an alphabetic suffix.
AG. Identify each component of submittal with a permanent label for identification.  Provide the following information on the label:

1. Project Name.

2. Submittal Number (as outlined above).

3. Date.

4. Name and address of the Project Consultant.

5. Name and address of the Contractor.

6. Name and address of the subcontractor.

7. Name and address of the supplier.

8. Name of Manufacturer.

9. Number and title of related specification section.

10. Drawing number and detail reference.

11. Applicable standards (such as ASTM or ANSI numbers)

12. Similar information as necessary to define and distinguish submittal. 

13. Permanently affix in title block, name and license number of specialty engineer when documents are signed and sealed.
***********************************************************************************************************************NOTE TO SPECIFER: Make selection below to indicate the number of paper copies of LEED submittals.
************************************************************************************************************************
AH. LEED Submittals:  Comply with requirements specified in Division 01 Section-LEED Requirements.

1. Submit LEED for Schools submittals in the following format:

(a) PDF electronic file.

(b) [Three] <Insert number> paper copies of LEED of Schools submittals, unless otherwise indicated.

AI. Apply Contractor’s stamp, signed or initialed certifying that review, verification of products required, field dimensions, adjacent construction Work, and coordination of information, is in accordance with the requirements of the Work and Contract Documents.
1. Submittals shall be fully approved by the Contractor prior to their submittal to the Project Consultant.

2. Submittals not bearing the Contractor’s approval stamp and/or not fully approved by the Contractor will be returned to the Contractor without review.

3. Unsolicited or informational submittals not required by the Contract Documents will be returned to the Contractor without review.

4. Partial Submittals:  Refer to paragraph 1.4 above.

AJ. Schedule submittals to expedite the Project, and deliver to the business address of the Project Consultant.

1. Provide Owner with concurrent informational copies of special systems including, but not limited to:

(a) HVAC Systems and Controls.

(b) Fire Alarm Systems.

(c) Electrical Power Systems.

(d) Intercom Systems.
2. Deliver concurrent informational copies to the Owner at:

(a) The Facilities and Construction Management Department

(b) 1700 SW 14th Court

(c) Fort Lauderdale, FL  33312

AK. Coordinate submission of related items.
AL. Provide space for Contractor and Project Consultant’s review stamps.
AM. Do not reproduce Contract Documents as the basis for any submittal.

AN. Revise and resubmit submittals as required, identify all changes made since previous submittal.

1. Shop Drawings:
(a) Revise initial drawings as required and resubmit as specified for initial submittal.

(b) Indicate on the drawings any changes which have been made other than those required by the Project Consultant.
2. Product Data, Samples and other Submittals:  Transmit new submittal as required for initial submittal.

3. Revise and correct rejected submittals to make the Work conform to the requirements of the Contract Documents.  If requested, the Project Consultant will meet with the Contractor to advise and assist in achieving compliance.

4. Contractor shall reimburse the Owner for all time spent by associated Subconsultants for meetings, consultations and reviews required on re-submittals after the first re-submittal until the rejection is removed.  Charges shall be based on the Owner’s actual costs and shall be deducted from the Contract Sum in the form of a Change Order.

AO. Distribute copies of reviewed submittals to concerned parties including Subcontractors, suppliers, fabricators, manufacturers, installers and others as required for the proper performance of the Work.  Instruct parties to promptly report any inability to comply with provisions.

PROPOSED PRODUCTS LIST 

AP. Within 15 days from receipt of Document 00550-Notice to Proceed, submit complete list of major products proposed for use as required by Section 01610-Basic Product Requirements.

SHOP DRAWINGS 

AQ. Original drawings, prepared by the Contractor, subcontractor, supplier or distributor which illustrates some portion of the Work; showing fabrication, layout, setting or erection details.

AR. Utilize a qualified detailer to prepare shop drawings.

AS. Shop Drawings:  Submit 1 correctable, reproducible transparency and 3 opaque reproductions, for each required Shop Drawing.

1. Identify each Shop Drawing with the following information placed on each drawing:

(a) Name of the facility.

(b) Name of the project at the facility.

(c) Board’s project number.

(d) Name of company submitting the Shop Drawing.

(e) Date of the drawing.

2. Provide a blank space 6 inches wide by 4 inches high in the lower right corner of each Shop Drawing page for the Project Consultant’s Shop Drawing Stamp.

3. Shop Drawings shall:

(a) Provide on 24 inch by 36-inch sheets or 8-1/2 inch by 11 inch sheets.

(b) Provide accurately scaled drawings showing dimensions and noting which are based on field measurement.

(c) Identify materials and products shown.

(d) Indicate compliance with standards and special coordination requirements. 

(e) Identify details by reference to sheet and detail numbers shown on the Contract Documents.

(f) Provide project information as required above in a title block.  Allow space of not lest than 20 square inches adjacent to the title block for Project Consultant’s review stamps.

AT. After review, reproduce and distribute in accordance with Article on Submittal Procedures above and for Record Documents described in Section 01780-Closeout Submittals.
PRODUCT DATA 

AU. Manufacturer’s standard schematic drawings:

1. Modify drawings to delete information not applicable to the Work.

2. Supplement standard information to provide additional information applicable to the Work.

AV. Manufacturer’s catalog sheets, brochures, diagrams, schedules, performance charts, illustrations and other standard descriptive data.

1. Clearly mark each copy to identify pertinent materials, products or models.

2. Show dimensions and clearances required.

3. Show performance characteristics and capacities.

4. Show wiring diagrams and controls.

5. Supplement manufacturers' standard data to provide information unique to this Project.

AW. Submit the number of copies the Contractor requires, plus 3 copies, that shall be retained by the Owner.
AX. After review, reproduce and distribute in accordance with Article on Submittal Procedures above and for Record Documents described in Section 01780-Closeout Submittals.

SAMPLES
AY. Submit samples to illustrate functional and aesthetic characteristics of the Product, with integral parts and attachment devices.  Coordinate sample submittals for interfacing work. 

AZ. Office Samples:
1. Submit samples of finishes in the specified colors, textures and patterns.

2. Where not specified, submit manufacturer’s standard full range of colors, texture, and pattern.

BA. Submittal of Samples, Color Charts, Color Chips, or Color Samples for Selection and Coordination:

1. Submit 3 copies of all material color charts, color chips, or color samples within 60 days after start of construction to allow selection, color coordination, and final acceptance by Project Consultant.  Material color charts, color chips, or color samples shall be manufacturer’s full color range and standard sizes unless specified otherwise.

2. Where architectural pre-cast or poured-in-place architectural concrete is required, submit at least 4 architectural concrete finish color and texture samples.

3. Where exposed unpainted concrete masonry units are specified, submit at least 2 sets of masonry samples in manufacturer’s full color range.

4. Where roofing tiles or shingles are specified, submit at least 2 sets of finish colors and texture samples.

BB. Prints, samples, and color charts shall be at the expense of the Contractor.

BC. Submit all color selection materials for complete coordination of color scheme.  No individual color selections will be approved before receipt of color.

BD. Include identification on each sample, with full project information as required above.
BE. Submit the number or samples specified in individual specification Sections; one of which will be retained by the Project Consultant.
BF. Color Selections:

1. Interior materials:  Selection will not occur until all interior finish items are submitted by the Contractor to the Project Consultant.

2. Exterior Materials:  Selection will not occur until all exterior finish items are submitted by the Contractor to the Project Consultant.

3. No extension of time or substitution of materials shall be granted as a result of the Contractor’s failure to provide the Project Consultant with timely colors samples of finish materials.

BG. Reviewed samples which may be used in the Work are indicated in individual Specification Sections and shall be in undamaged condition when incorporated into the Work. 

SUBMITTAL IDENTIFICATION

BH. Submit only 1 item or system per letter of transmittal properly identified to include the appropriate specification section and section paragraphs.

BI. When shop drawings, edited catalog cuts of components, product data, diagrams, or charts are submitted with more than 1 type of specified product, identify the particular item, including options, intended for use in the Work.

BJ. Re-submittals shall be identified with original shop drawing number and followed with a dash (-) and a letter A, B, etc. corresponding to the re-submittal sequence.

SUBMITTAL COMPLETENESS

BK. Submit catalog sheets, product data, shop drawings, material samples, color chips, color charts, test data, and warranties at the same time for each item.

1. Submit shop drawings with appropriate data and with the Drawing identification mark numbers as shown, specified, or scheduled.

2. Shop drawings without identification mark numbers or with incomplete performance information will not be reviewed until submission is complete.

PREPARATION

BL. Clearly mark each submittal to identify each appropriate product or model.

BM. Show performance characteristics and capacities.

BN. Show dimensions and clearances required.

BO. Show wiring or piping diagrams and controls.

IDENTIFICATION

BP. Identify details by reference to sheets and details, schedules, or room numbers as shown on Drawings.

BQ. Manufacturer's standards, schematic drawings, and diagrams:

1. Modify drawings and diagrams to delete information not applicable to the Work.

MANUFACTURER'S INSTRUCTIONS 

BR. When specified in individual Specification Sections, submit manufacturers' printed instructions for delivery, storage, assembly, installation, adjusting, and finishing, in quantities specified for Product Data. 

BS. Identify conflicts between manufacturers' instructions and Contract Documents.
MANUFACTURER'S CERTIFICATES 

BT. When specified in individual Specification Sections, submit manufacturers' certificate to Owner for review, in quantities specified for Product Data.
BU. Indicate material or product conforms to or exceeds specified requirements.  Submit supporting reference date, affidavits, and certifications as appropriate.
BV. Certificates may be recent or previous test results on material or Product, but shall be acceptable to Owner.
BW. Submit original documents or copies of project specific certificates to be issued in relation to the Work of this Contract.  Standard, generic sample certificates are not acceptable.

MANUFACTURER'S FIELD REPORTS

BX. Submit 3 copies of reports within 15 days of observation to Project Consultant for information.

CONTRACTOR’S RESPONSIBILITIES

BY. Review shop drawings, catalog cuts, product data, and samples before submission. Determine and verify:

1. Field measurements.

2. Field construction criteria.

3. Catalog numbers and similar data.

4. Conformance with Construction Documents.

BZ. Coordinate each submittal with requirements of the Work and of Construction Documents.

CA. Notify the Project Consultant, in writing at time of submission, of any deviations in submittals from requirements of Construction Documents.

CB. Shop drawings shall be stamped, approved, and signed by the Contractor before submittal to Project Consultant, otherwise shop drawings will be sent back to the Contractor without being processed by the Project Consultant.

CC. Do not ship apparatus or equipment from stock or fabricate until shop drawings have been reviewed and approved by Project Consultant.

CD. Always maintain and have available for reference a field copy of accepted shop drawings at the job site.

MISCELLANEOUS SUBMITTALS

CE. Inspection and Test Reports:  Classify each inspection or test report as a “Shop Drawing” or “product data” depending upon whether the report is specifically prepared for this project, or a standard publication of workmanship testing at the point of production.  Process inspection and testing reports accordingly.

CF. Survey Data:  Where required in the individual Specification Sections, submit survey for property, field measurements, and quantitative records of actual work, damage surveys, and other similar data.  None of the specified copies shall be returned to the Contractor.

CG. Standards:  Where submittal of a standard is required, and where copies of the standard are specified as an integral part of a “Product Data” submittal, submit 2 for the use of the Project Consultant and the Owner.

CH. Warranties, Product Bonds, Workmanship Bonds, and Maintenance Agreements:  Refer to subsequent Specification Sections.

CI. Closeout Submittals:  Refer to Section 01780-Closeout Submittals and to individual specification sections for closeout submittal requirements and project record documents.

CJ. Warranty and Maintenance Manuals:  Refer to Section 01780-Closeout Submittals and to individual specification sections for submittal of warranty information and Maintenance Manuals.

CK. Materials and Tools:  Refer to individual specification sections for required quantities of spare parts, extra and overrun stock, maintenance tools and devices, keys, and similar physical units to be distributed.

CL. Other submittals specified within the Project Manual:  Conform to the submittal requirements specified above.

PROJECT CONSULTANT’S REVIEW 

CM. The Project Consultant will review and take appropriate action on Shop Drawings, Product Data, samples and other submittals required by the Contract Documents.  Such review is only for general conformance with the information given in the Contract Documents.

CN. The Project Consultant’s review will not include review of quantities, dimensions, weights or gages, fabrication processes, construction safety precautions that are the responsibility of the Contractor.

CO. The Project Consultant’s review will be conducted with reasonable promptness consistent with sound professional practice and where possible, return the submittals to the Contractor within 14 days.  Where submittal shall be held for coordination, the Contractor will be so advised by the Project Consultant.

CP. The Project Consultant’s review of a specific item does not indicate acceptance of an assembly of which the item is a component.

CQ. Partial Submittals:  Refer to paragraph 1.4 above. The Project Consultant shall not review those submittals not approved by the Contractor.

CR. Review and comment by the Project Consultant will be limited to simple notations that can be easily communicated and understood on the reproducible drawings, product data or samples submitted.  The Project Consultant’s review will not include lengthy or detailed explanations, clarifications, or design information.

CS. Submittals will be rejected in the event examination and review of such documents reveals that the Work does not comply with the Contract Documents, are unclear, or it is evident that the Contractor has not reviewed and approved the submitted data.
CT. The Project Consultant, after review, will:
1. Affix Project Consultant’s stamp and initials or signature indicating approval or the requirements for re-submittal or review of the submittal.

2. Return submittals to the Contractor.

CU. Any shop drawing and product submittals requiring more that two reviews by the Project Consultant due to incomplete or incorrect submittals, as determined by Project Consultant, shall be back charged to Contractor for costs incurred by the Board for the Project Consultant’s additional services.  Delays in approval of such submittals by the Project consultant shall not be grounds for extension of the Contractor’s Contract Time.

CV. Certain submittals shall also be reviewed by SBBC.  These shall be indicated on the Shop Drawings Schedule developed by the Contractor and approved by the Project Consultant and PM.  Said submittals shall require a minimum 4 week review period.  SBBC shall review the submittals and return 1 copy with comments to Project Consultant.  One copy shall be retained 14 days following the Pre-Construction Meeting.

CW. Shop Drawing and product submittals shall not be considered vehicles to introduce substitutions.

1.2 BUILDING DEPARTMENT REVIEW

A. It is mandatory that certain shop drawings be submitted to the Building Department.  Visit the Building Department website and refer to the document that lists shop drawings that are mandatory to be submitted to the Building Department.

PART 2 PRODUCTS-Not Used 

PART 3 EXECUTION-Not Used

END OF SECTION

The School Board of Broward County, Florida

Section 01330 (01 33 00)

[Specifier replace this line with SBBC project number and name]
Submittal Procedures 
[Specifier replace this line with Project Consultant’s name]

[Specifier replace this line with issue date]
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