
 
 

 
SECTION 01300 - SUBMITTALS 
 
 
PART 1 - GENERAL 
 
 
1.1 RELATED DOCUMENTS 

 
A. Drawings and general provisions of the Contract, including General and Supplementary Conditions and 

other Division 1 Specification Sections, apply to this Section. 
 
 
1.2 SUMMARY 

 
A. This Section includes administrative and procedural requirements for submittals required for performance 

of the Work, including the following: 
 
1. Shop Drawings. 
2. Product Data. 
3. Quality assurance submittals. 

 
B. Administrative Submittals:  Refer to other Division 1 Sections and other Contract Documents for 

requirements for administrative submittals.  
 

 
C. Related Sections:  The following Sections contain requirements that relate to this Section: 

 
1. Division 1 Section "Project Meetings" specifies requirements for submittal and distribution 

of meeting and conference minutes. 
2. Division 1 Section "Quality Control" specifies requirements for submittal of inspection and 

test reports. 
 
 
1.3 DEFINITIONS 

 
A. Coordination Drawings show the relationship and integration of different construction elements that 

require careful coordination during fabrication or installation to fit in the space provided or to function as 
intended. 
 
1. Preparation of Coordination Drawings is specified in Division 1 Section "Coordination" and may 

include components previously shown in detail on Shop Drawings or Product Data. 
 
B. Field samples are full-size physical examples erected on-site to illustrate finishes, coatings, or finish 

materials.  Field samples are used to establish the standard by which the Work will be judged. 
 
C. Mockups are full-size assemblies for review of construction, coordination, testing, or operation; they are 

not Samples. 
 
 
1.4 SUBMITTAL PROCEDURES 

 
A. Coordination:  Coordinate preparation and processing of submittals with performance of construction 

activities.  Transmit each submittal sufficiently in advance of performance of related construction 
activities to avoid delay. 
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1. Coordinate each submittal with fabrication, purchasing, testing, delivery, other submittals, and 

related activities that require sequential activity. 
2. Coordinate transmittal of different types of submittals for related elements of the Work so 

processing will not be delayed by the need to review submittals concurrently for coordination. 
 
a. The Architect reserves the right to withhold action on a submittal requiring coordination 

with other submittals until all related submittals are received. 
 
3. Processing:  To avoid the need to delay installation as a result of the time required to process 

submittals, allow sufficient time for submittal review. 
 

 
B. Submittal Preparation:  Place a permanent label or title block on each submittal for identification.  

Indicate the name of the entity that prepared each submittal on the label or title block. 
 
1. Provide a space approximately 4 by 5 inches (100 by 125 mm) on the label or beside the title 

block on Shop Drawings to record the Contractor's review and approval markings and the action 
taken. 

2. Include the following information on the label for processing and recording action taken. 
 
a. Project name. 
b. Date. 
c. Name and address of the Architect. 
d. Name and address of the Contractor. 
e. Name and address of the subcontractor. 
f. Name and address of the supplier. 
g. Name of the manufacturer. 
h. Number and title of appropriate Specification Section. 
i. Drawing number and detail references, as appropriate. 

 
C. Submittal Transmittal:  Package each submittal appropriately for transmittal and handling.  Transmit each 

submittal from the Contractor to the Architect using a transmittal form.   
 
1. On the transmittal, record relevant information and requests for data.  On the form, or separate 

sheet, record deviations from Contract Document requirements, including variations and 
limitations.  Include Contractor's certification that information complies with Contract Document 
requirements. 

 
 
1.5 SHOP DRAWINGS 

 
A. Submit newly prepared information drawn accurately to scale.  Highlight, encircle, or otherwise indicate 

deviations from the Contract Documents.  Do not reproduce Contract Documents or copy standard 
information as the basis of Shop Drawings.  Standard information prepared without specific reference to 
the Project is not a Shop Drawing. 

 
B. Shop Drawings include fabrication and installation Drawings, setting diagrams, schedules, patterns, 

templates and similar Drawings.  Include the following information: 
 
1. Dimensions. 
2. Identification of products and materials included by sheet and detail number. 
3. Compliance with specified standards. 
4. Notation of coordination requirements. 
5. Notation of dimensions established by field measurement. 
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6. Sheet Size:  Except for templates, patterns and similar full-size Drawings, submit Shop Drawings 
on sheets at least 8-1/2 by 11 inches (215 by 280 mm) but no larger than 36 by 48 inches (890 by 
1220 mm). 

7. Initial Submittal:  Submit one correctable, translucent, reproducible print and one blue- or black-
line print for the Architect's review.  The Architect will return the reproducible print. 

 
8. Final Submittal:  Submit 3 blue- or black-line prints; submit 5 prints where required for 

maintenance manuals.  The Architect will retain 2 prints and return the remainder. 
9. Final Submittal:  Submit 3 blue- or black-line prints and 2 additional prints where required for 

maintenance manuals, plus the number of prints needed by the Architect for distribution.  The 
Architect will retain 2 prints and return the remainder. 
 
a. One of the prints returned shall be marked up and maintained as a "Record Document." 

 
11. Do not use Shop Drawings without an appropriate final stamp indicating action taken. 

 
 
1.6 PRODUCT DATA 

 
A. Collect Product Data into a single submittal for each element of construction or system.  Product Data 

includes printed information, such as manufacturer's installation instructions, catalog cuts, standard color 
charts, roughing-in diagrams and templates, standard wiring diagrams, and performance curves. 
 
1. Mark each copy to show applicable choices and options.  Where printed Product Data includes 

information on several products that are not required, mark copies to indicate the applicable 
information.  Include the following information: 
 
a. Manufacturer's printed recommendations. 
b. Compliance with trade association standards. 
c. Compliance with recognized testing agency standards. 
d. Application of testing agency labels and seals. 
e. Notation of dimensions verified by field measurement. 
f. Notation of coordination requirements. 

 
2. Do not submit Product Data until compliance with requirements of the Contract Documents has 

been confirmed. 
3. Preliminary Submittal:  Submit a preliminary single copy of Product Data where selection of 

options is required. 
4. Submittals:  Submit 2 copies of each required submittal; submit 4 copies where required for 

maintenance manuals.  The Architect will retain one and will return the other marked with action 
taken and corrections or modifications required. 
 
a. Unless noncompliance with Contract Document provisions is observed, the submittal may 

serve as the final submittal. 
 
5. Distribution:  Furnish copies of final submittal to installers, subcontractors, suppliers, 

manufacturers, fabricators, and others required for performance of construction activities.  Show 
distribution on transmittal forms. 
 
a. Do not proceed with installation until a copy of Product Data is in the Installer's 

possession. 
b. Do not permit use of unmarked copies of Product Data in connection with construction. 
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1.7 QUALITY ASSURANCE SUBMITTALS 
 
A. Submit quality-control submittals, including design data, certifications, manufacturer's instructions, 

manufacturer's field reports, and other quality-control submittals as required under other Sections of the 
Specifications. 

 
B. Certifications:  Where other Sections of the Specifications require certification that a product, material, or 

installation complies with specified requirements, submit a notarized certification from the manufacturer 
certifying compliance with specified requirements. 
 
1. Signature:  Certification shall be signed by an officer of the manufacturer or other individual 

authorized to sign documents on behalf of the company. 
 
C. Inspection and Test Reports:  Requirements for submittal of inspection and test reports from independent 

testing agencies are specified in Division 1 Section "Quality Control." 
 
 
 
PART 2 - PRODUCTS  (Not Applicable) 
 
 
PART 3 - EXECUTION  (Not Applicable) 
 
 
END OF SECTION 01300 
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