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Submittal Review
Last updated by Andrea Bowman on Nov 1, 2024

During construction, per the GHC standard specification, all submittals will be uploaded and reviewed through Centerline. Specific clients may have an alternate system they 
dictate we use, in which case, Centerline will not be used during the Construction Administration process. A contractor may choose to use a different system for tracking submittals 
but per our standard specs, they are still required to use Centerline.

Centerline

Per our standard specifications, submittals should be received and responded to through Centerline. The Project Manager is responsible for assigning consultants, reviewing 
submittals, and submitting completed markups to the contractor. Follow the instructions below on how to respond to a submittal in Centerline:

1.  All submittals can be found in the Submittals section of the Construction module in Centerline. A dashboard houses all submittals and displays the following information: 
Submittal #, Description, Anticipated Submission Date, Actual Date Submitted, the person Currently Responsible, due date, Status, date Returned to Contractor and the Action 
Taken.

CENTERLINE >GHCCenterlineTrainingProject>Submittals

Submittals
submittalsinyourpublishedspecifications.
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submittalplaceholdersfromtheSubmittalspageatanytime.
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2.  Centerline will automatically assign the "Architect Administrator" (designated in the Construction Management section) as the responsible party. This person should be the 
project's Project Manager. The Project Manager will receive an autogenerated email from Centerline notifying them that the ball is in their court. In the event that the PM has 
changed their notification settings to not receive notifications in real-time, it is the PM's responsibility to check Centerline daily at a minimum. Click on the submittal to open up its 
page. From here you can find the full description, current file attachment, comments, summary information, notification list, associated documents, and the activity log.
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3.  The Project Manager should perform a preliminary review of the submittal to check for proper formatting, contractor's stamp, and any other standard requirements as dictated 
in the specifications. If the submittal meets those requirements, click the green "Assign to Consultant" button to assign this submittal to an internal or external party. Click on the 
Consultant drop down menu to select a person to assign the submittal. Click the calendar button to assign a due date for internal review. The allowable timeframe shown will 
follow the submittal duration specified in the Construction Management section. It is recommended to assign internal deadlines of 1 week or less to allow for additional 
coordination time for processing and any back and forth that may be necessary with the engineers/consultants. Always let the engineers and consultants know of the intentions for 
this internal deadline so expectations are set clearly. Type in comments, if needed, for the assigned person. Click the green "Assign to Consultant" button when finished. 

It is recommended that Project Managers use this tool to assign responsibility within GHC project teams as well as outside consultants. It helps to create clear 
communication and assign direct responsibility to an individual team member.

Multiple engineers, consultants, or project team members can be assigned to review a submittal at the same time. The goal is to not waste time waiting for one person to 
finish reviewing the documents before the next starts. If a submittal is even tangentially associated with an engineering discipline, include that engineer on the review 
distribution. It is better to get a response of "this isn't for me" than waste time adding them to the submittal later or missing something altogether.
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4.  Once the submittal is assigned, that information will show up in the Confidential Consultant Review area just below the previous assignment area.
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5.  If you are assigned a submittal, you will receive an email notification. Click the "+Review" button to open the Confidential Review dialogue box.

6.  From there you can download the document to review offline, upload a response document, or download a link to markup in Bluebeam Revu. You can also change the status to 
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6.  From there you can download the document to review offline, upload a response document, or download a link to markup in Bluebeam Revu. You can also change the status to 
review in progress or review complete, return to architect. Then select a Recommended action from the dropdown menu choosing either Amend as Noted, No Exceptions Taken, 
Revise & Resubmit, See Submittal Comments, See Transmittal Comments, or Submit Specified Item. When complete, click on the blue "Submit" button.

7.  Once the consultant or internal review is submitted, the Project Manager will receive an email notification and they will become the responsible party. The PM can go into 
Centerline and review the submittal response. In the Architect Action dropdown area the PM can select Accept, Return for Consultant Review, or Cancel this Consultant Review.

8.  If Accept this selected, the page will reload and the response document will appear in the top Consultant Review section. The Project Manager can then choose to include 
comments or markups or simply select Review Complete and then click the blue "Complete Review" button. The submittal markups will be send back to the Contractor and no 
further action is required by the Architect.
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9.  If the Project Manager is not satisfied with the response provided they can select Return for Consultant Review and the responsibility will return to that consultant. The 
document must then be reviewed again and the process repeats until the PM is satisfied with the response.

10.  If the submittal action taken is Revise & Resubmit or Submit Specified Item, Centerline will automatically generate a placeholder for a submittal revision to be submitted by the 
contractor. If the submittal is returned as Rejected or Revise and Resubmit (and the revisions are substantial) it is recommended that the Project Manager inform the contractor and 
suggest a meeting with the relevant design team member and the subcontractor to discuss the revisions and add clarity to the expectations for the resubmittal. The goal is prevent 
more than one resubmittal as additional review time can be detrimental to the schedule. 

GHC typically avoids marking submittals as No Exceptions Taken unless the submittal is simplistic and abundantly clear. There are likely typical general annotations that can 
be added to cover liability.

Importing the Shop Drawing Review Stamp in Bluebeam

1.  Download the shop drawing stamp by clicking this link.  Save the file to following location, C:\ProgramData\Bluebeam Software\Bluebeam Revu\21\Stamps.

2.  In Bluebeam under the Markup tab, click on the stamp icon and navigate to the "Import Stamp" option.

https://milo.grace-design.com/document/168ce27a-27f4-485a-8ff6-8ceb65ae0fce/ghc-shop-drawing-stamp
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3.  Select the downloaded stamp.

4.  The imported stamp will now be available under the dropdown list under the stamp icon. To set the proper GHC Shop Drawing Stamp as your default option, select the 
appropriate stamp and click "Set as Default" in the settings tab.
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