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Agenda

• Document Control/ 
Management

• Tracking

• Reviewers

• Designations
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Document Control  
Management
• Program selection 

• Email notification 
recipients
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Tracking
• Referring back to Standard 

Specifications i.e. NCTCOG

• Spec Book Size
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Tracking

• Anticipated submittals 
in each spec division

• Recurring submittals
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Tracking – Specifications by Division

Divisions

• Grouping of spec 
submittals by 
discipline/usage

• Ex: general, concrete 
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Tracking – Specifications by Division

• Cross references are 
often needed in some 
divisions

Examples:
• Tunneling 

• Manholes
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Tunneling

Typical Submittals

• Liner Plate/Casing

• Rails/Spacers

• Annular Grout
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Manholes
Types

• Multiple Types of 
Manholes 

• Cross references

• Connection 
requirements
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Fiberglass Manhole Polymer ManholeFiberglass Pipe
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Response Set-Up
0

0

• Typical coversheet from 
each party

• Relevant references 

• Dates and document ID #s
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Owner/Engineer/Contractor 
Communication
• Communication 

channels

• One-way flow 

• Target response time

Manufacturer Contractor Engineer

Manufacturer Contractor Owner
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Reviewers

• CMR

• Specification sealer

• Contracted sub-consultants

• Multiple plan sealers
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Submittal Timeline

• Target days 
elapsed during review 

• Review times allotted 
for each party
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Submittal Designations
• Approved

• Approved as noted

• Revise and 
resubmit

• Rejected

• Record copy
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Rejected Submittals

• Documentation for 
required corrections

• Numbering convention 
for resubmittals
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Questions?

Ashley Van Keer, PE
anvankeer@lan-inc.com

Caitlin Koranda, PE
cekoranda@lan-inc.com
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