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PROJECT RECORD DOCUMENTS
PART 1 GENERAL
1.1	SECTION INCLUDES
A.	Storing record documents.
B.	Quality assurance.
C.	Recording record documents.
D.	Recording changes in contract drawings.
E.	Recording changes in project manual.
F.	Recording changes in shop drawings and product data.
G.	Product sample submittal.
1.2	FIELD DOCUMENTS
A.	Following Contract Award, ContractorConstructor shall obtain a Bid Set from the Owner’s printing vendor to record changes that occur during construction. 
B.	Maintain one (1) copy of the following documents at the project site: 

1. Contract Drawings.
2. Project Manual.
3. Addenda.
4. Approved Shop Drawings, product data, and product samples.
5. Request for Information (RFI).
6. Instruction to Contractor (ITC) 
7. Change Orders.
8. Field Test Records.

C.	Documents shall be available at all times for inspection by the Owner and Design Professional.
1.3	QUALITY ASSURANCE
A.	ContractorConstructor shall delegate the responsibility of maintenance of Record Documents to one (1) member of their staff.
B.	Accuracy of Records: 

1. Accurately record all changes within the Specifications and on the Drawings. 
2. Updates shall be made within 24 hours of notification of change(s).

1.4	RECORDING CHANGES IN CONTRACT DRAWINGS
A.	Label each document "PROJECT RECORD" in red.
B.	Legibly mark to record actual construction. Changes shall be recorded in red.
C.	Date each change.

D.	Indicate each entry by drawing a "cloud" around the area.

E.	Indicate "field" condition fully and accurately.

F.	Record changes made by RFI or ITC, noting related RFI and ITC numbers.
G.	Accurately document Owner approved field changes.  
H.	Document installation changes to field and file submittals.
I.	Do not permanently conceal any work until required information has been recorded. 

1. Document the location of valves installed outside of a building. 
a.	Valve(s) shall be located by swing ties from easily identifiable and relatively permanent points on campus. Building corners are the preferred points, but light poles, and street and sidewalk intersections are acceptable if building corners are not close or easily accessible.
b.	Valve(s) may also be located by use of northing and easting coordinates. These coordinates shall be based on the Iowa State Plane Coordinate System (South Zone 1401) NAD 83.
1.5	RECORDING CHANGES IN PROJECT MANUAL
A.	Label Project Manual "PROJECT RECORD" in red.
B.	Legibly mark changes, accurately reflecting as-built conditions in red.
C.	In each Section, indicate manufacturer, trade name, catalog number, and supplier of each product and item of equipment installed.
D.	Record changes made by RFI or ITC, noting related RFI and ITC numbers.
1.6	RECORDING CHANGES IN SHOP DRAWINGS AND PRODUCT DATA
A.	Document work that varies from approved submittals in the field and file copy.
B.	Document variations in products as delivered to site.
C.	Document variations from manufacturer's instructions and recommendations for installation.
D.	Do not permanently conceal any work until required information has been recorded.
1.7	RECORD DOCUMENT SUBMITTAL (Deliver to Owner: attention: UI Construction Manager)
A.	Record Document Submittal format:
1. Hard Copy Record Documents:  Deliver complete set of Record Documents, all plan sheets and specifications including applicable engineered drawings, to the Owner with Letter of Transmittal on Contractor’sConstructor’s letterhead.
a. Hard Copy shall be delivered ready to be scanned.  No taped edges, no staples, no clips, etc. which would inhibit scanning.
	or
2. Electronic Record Documents: Deliver a CD, DVD, or flash drive containing complete set of Record Documents (in color), all plan sheets and specifications including applicable engineered drawings, to the Owner with Letter of Transmittal on Contractor’sConsructor’s letterhead.
a. Record Specifications shall be one (1) multi-page .pdf per volume.
b. Record Drawings shall be individual .pdfs for each drawing.  Naming format shall be UI Project #, Sheet #, Sheet Name.
c. Entire sheet shall be legible, aligned, and sheet number viewable.
d. E-mail submittals will not be accepted.

B.	Letter of Transmittal shall include the following: 
1. Contractor’sConstructor’s letterhead.
2. Project # and name.
3. University of Iowa Construction Manager or Contact name.
4. Addressed to Design & Construction 200 University Services Building.

C.	Incomplete submittals will be returned to the ContractorConstructor.
END OF SECTION
.
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