SECTI ON 01720 PRQIECT RECORD DOCUMENTS

1.01 Purpose

This section provides Contractor guidance for the creation,
preparati on and mai nt enance of:

A "Job Set" Record Docunents (RD s)
B. Fi nal Record Docunents

C. Visitor's Log

1.02 Quality Assurance

A The Contractor shall delegate the responsibility for the
mai nt enance of Record Docunents and the Visitor's Log to
one person on his staff as approved by the
ARCHI TECT/ ENG NEER.

B. The contractor shall insure the accuracy of RD s and
shal | :
1. Thor oughly coordi nate all changes.
2. Make adequate and proper entries.

C. Timeliness of Entries: The Contractor shall nake all

entries within a reasonable amount of tine (24 hours)
after receipt of information or the need for an entry
ari ses.

1.03 Submttals

A The ARCH TECT/ ENG NEER s approval of current Job Set
RDOs will be a prerequisite to his approval of the
Contractor's nonthly Applications for Paynent.

B. The ARCH TECT/ ENG NEER s approval of the Final RDOs wll
be a prerequisite to his approval of the Contractor's
Application for Final Paynent.

C The Contractor shall submt his Visitor's Log for the
i nspection of the ARCH TECT/ ENG NEER or Omer as nay be
request ed.
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D. The Contractor shall submt a copy of his prior nonth's
Visitor's Log with each Application for Paynent. He
shall indicate the nane of the project and the period
covered by the I og.

1.04 Protection of RD s

Take precautions to protect ROs from deterioration, |oss or
damage. Conserve, as necessary, the "Job Set" wuntil the
conpletion of work and the transfer of information from the
"Job Set" to the "Final Record Docunents.”

1.05 "Job Set" Record Docunents
A | dentification

Upon receipt of the set of docunents to be used as the
job set, identify each of the docunents with the title,
"Record Docunents - Job Set."

B. Preser vati on

1. Devise a suitable nethod for protecting the "Job
Set" fromanticipated user wear.

2. Use the "Job Set" only for the entry of new data
and the ARCH TECT/ ENG NEER s revi ew.

3. Maintain the "Job Set" at the project work site
desi gnated by the ARCH TECT/ ENG NEER

C Maki ng Entries

1 Use an erasabl e col ored pencil.

2 Clearly describe the change by note or by graphic
line.

3 Date all entries.

4 H ghlight the change by the use of a "cloud" around
the area(s) affected.

5. Use different colors for overlappi ng changes.

a

1

2.

D. her Entries
| ndi cat e any ARCHI TECT/ ENG NEER di rect ed changes by
note; i.e., "ARCH TECT/ ENG NEER directed change."
Contractor originated changes and i nadvertent
errors which are approved by the ARCH TECT/ ENG NEER
shall be clearly indicated by note.

E. Schemati ¢ Layout Conversion
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1. 06 Fi nal
A

1. General Background: Most nechanical, electrical,
and plunbing drawi ngs are schematic in nature and
not intended to portray precise physical |ayout or
| ocati on.

a. Final physical layout is determned by the
Contractor and may be different from that
shown on the Draw ngs.

b. Future nodifications or nmaintenance will
require accurate, final, physical arrangenent
i nformati on.

2. "Job Set" RD s: The Contractor shall annotate the
"Job Set" RD s to show

a. Pl an Locati on: D nensi on | ayout of
mechani cal /el ectrical runs to within 1" of the
centerline of each run.

b. Identification: Ildentify the itemby accurate
note showing size, material and function;
i.e., "4" cast iron drain," "1/2" copper

wat er," etc.

C. Show the vertical (height) location by synbol

or note; i.e., "in ceiling plenum" "exposed
ceiling nounted,” "under slab," etc.
d. Make identifications sufficiently descriptive

so that they may be easily related to the
Speci ficati ons.

Record Docunents

Ceneral : The Contractor shall furnish Final Record
Docunents that provide factual reference information of
a permanent nature, enabling future nodifications and
mai nt enance to pr oceed wi t hout expensi ve site
i nvestigation.

B. Fi nal Record Docunents shall be drawn on erasable sepia
t ranspar enci es. Contractor, at his own expense, shall
obtain a set of project drawings on transparent sepias
from the ARCH TECT/ ENG NEER
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C. Prior to the transfer of information fromthe "Job Set"
to the Final RDOs, the Contractor shall obtain a review
by the ARCH TECT/ ENA NEER of all recorded data. Make
all required revisions.

D. Transfer of Data to Draw ngs
1. Carefully transfer all change data from the "Job
Set" to the sepias.
2. Coordinate all changes as required. Cearly
indicate changes to all drawings affected; i.e.,
pl ans, sections, details, etc. Gve the full

description of changes to provide a conprehensive
record. Show actual | ocations, dinensions, notes,
etc. as detailed above in 3.01.E. 2.

3. Call attention to each entry by drawing a "cloud"
around it. Al "clouds" shall be drawn on the
reverse side.

4. Make changes neatly and consistently. Dr awi ngs

shall be nodified with either ink or black pencil.
Line quality shall be crisp, consistent, and equal
to the original.

E. Transfer of Data to other Docunents (Project Mnual)

1. Seek ARCH TECT/ ENG NEER approval of changes nmade on
the "Job Set" Project Manual. |If change are neat,
legible, and <clean, the ARCH TECT/ENG NEER is
aut horized to approve the "Job Set" as the Final.

2. | f ARCH TECT/ ENG NEER approval is not forthcom ng,
obtain a new copy of the Project Mnual and nake
al | data changes necessary.

F. Review and Approval: Submt the conplete set of Record
Docunents to the ARCH TECT/ENG NEER for his approval.
Revi se as necessary.

1. 07 Changes Subsequent to Acceptance

The Contractor's responsibility for recording change ends
upon acceptance of the Wrk by the Owner (Approved
Certificate of Final Inspection by State DOCE). However ,
changes resulting fromreplacenents, repairs, and alterations
required as a result of the Contractor guarantee work shal
be recorded.
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1.08 Visitor's Log

1.

The Contractor shall maintain a log in the Field Ofice
to record visits by the ARCH TECT/ ENG NEER hi s
consul tants, and all visitors, including Omner's
representatives and i nspectors.

This log shall becone the official record of all job
visits and shall show

Dat e

Time of Arrival
Time of Departure
Person' s Nane
Entity Represented

PoOooT

The Contractor shall furnish a copy of the log to the
Archi tect/ Engi neer or Owner.

1.09 Contractors' Project Related Docunents

Al documents shall be nmade available to the Omner wupon
request.
END OF SECTI ON
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