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PART 1 - GENERAL

1.01 SECTION INCLUDES

A. This Section specifies the requirements for making submissions for the project.  Electronic
submissions will be required unless expressly noted otherwise.

B. Refer to Section 013216 - Construction Schedule for the requirements concerning the
submission of construction schedules and for making updates thereto.

1.02 IDENTIFICATION OF SUBMITTALS

A. Each and every submission shall be provided by the Contractor and shall be accompanied by a
SUBMISSION TRANSMITTAL FORM.  The Contractor shall use the specimen form made a
part of this Section.  Submittals not containing the form will be returned to the Contractor
un-reviewed.  The Architect will not review project submissions until such time as the form is
completed in its entirety.  Identify each submittal and resubmittal using the form.

B. Each individual submittal shall be identified with a ‘submission log number’ as specified here in
this example: 033000.01-1
1. The Section number for which the submittal applies, followed by a period, shall be

indicated, "033000.".
2. The submittal within the Section shall be indicated by the next grouping "01".  For instance

and in this example, the concrete design mix may be submission "01", the waterstop
catalog cut may be "02", and so on.  Submittals shall be sequentially numbered within the
Specification Section, i.e. 01, 02, etc.

3. The number of times the submission was made shall be preceded by a dash and a
numerical suffix as follows: "-1".  In this example, the concrete design mix is being
submitted for the first time.  Use the number "1" for the first time it is being submitted.

4. Subsequent submissions of the concrete design mix shall utilize the original number and a
sequential numeric suffix, i.e. "2" for a resubmission, "3" for the second resubmission, and
so on.  Substitute the new number for the original "1".

C. Where a layout drawing, containing different elements of the project, is being submitted and
there is a question as to what the log number might be, then the Contractor shall contact the
Architect so that an agreed upon log number can be assigned.

D. It is incumbent on the Contractor to initially assign the submission log number designation to
each submission.  Submissions not containing a log number, as specified above, will be
returned to the Contractor un-reviewed by the Architect.

E. Every submittal shall also be accompanied by a Transmittal Letter (or "Speed Form") addressed
to the Architect’s Project Manager as hereinafter defined.

1.03 COORDINATION OF SUBMITTALS

A. Prior to submitting to the Architect, fully coordinate all interrelated work.  As a minimum, do the
following:
1. Determine and verify all field dimensions and conditions by field measuring existing

conditions and the installed work of this Contract and work by others.
2. Coordinate with all trades, subcontractors, vendors, system and equipment suppliers and

manufacturers, public agencies, and utility companies and secure all necessary approvals,
in writing.

B. Make submittals in groups containing all associated items that in some way depend upon each
other.
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1. This also applies to color charts, as one color may not be able to be selected without the
selection of other colors so as to form a color-coordinated group.

2. The Architect may elect not to review partial or incomplete submissions, whereupon he will
notify the Contractor of the additional submissions that are required before a review can be
made.

1.04 TIMING OF SUBMITTALS

A. Make submittals far enough in advance of scheduled dates of installation to provide time for
reviews, for securing necessary approvals, for possible revisions and re-submittals, and for
placing orders and securing delivery.  The Architect will review submittals in a manner as
expedient as possible, and will generally send a written response to the Contractor within seven
(7) calendar days of receipt of submittals.

B. Submissions may be returned reviewed, unreviewed, rejected, returned conditioned upon
submission of related items, or for other reasons set forth in the Contract Documents.

C. Make submissions well in advance as the returning, rejecting or disapproval of submissions or
other similar circumstances are possible and are deemed "avoidable delays".  Costs for these
delays or those attributed to Contractor’s tardiness in making submittals shall be borne by the
Contractor.

D. If material or equipment is installed before it has been deemed to be in general compliance with
the Contract Documents, as determined by the Architect, the Contractor shall be liable for its
removal and replacement at no extra charge and without an increase in contract time.

1.05 DESTINATION OF SUBMITTALS

A. Each submission of documents shall be accompanied by a transmittal form containing the name
of the project, the contract name, the Architect’s project manager, a submittal ID number, and a
description of content for the submitted items.

B. Electronic submittals shall be transmitted through the Newforma® Project Center website or by
email, pending instruction by the Architect.  H2M architects + engineers is using a project
information application called Newforma® Project Center.  One of its components is Newforma
Info Exchange, a web application that facilitates sending and sharing transmittals, and file
sharing.

C. As an external team member on this project the Contractor will be required to access the H2M
architects + engineers/Newforma Info Exchange website for information related to the project,
including file transfers, RFI, Submittals, Action Items, and project Calendar information.  The
Contractor will have access to this website using any internet-capable computer running Internet
Explorer or Firefox.  All data transmitted through the H2M architects + engineers/Newforma Info
Exchange website is encrypted and logged.  Further instructions will be provided to the
Contractor after the contract is awarded.

D. Other submissions, such as material samples or other items as instructed by the Architect, shall
be sent to the Architect’s office as follows:

H2M architects + engineers
2700 Westchester Avenue, Suite 415
Purchase, New York 10577
Attention: H2M Project Manager (Named at Pre-Construction Conference or in the
Notice to Proceed)
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1.06 CLARITY OF SUBMITTALS

A. All printed materials shall be neat, clean, professionally drafted by hand or by computer, clear,
legible, and of such quality that they can be easily reproduced by normal photocopying.

B. All electronic submittals shall be produced with a minimum resolution of 300 dpi.

C. Binders of information shall be separated into groups, subsystems, or similar
equipment/function.  Copies not conforming to this paragraph will be returned to the Contractor
without the Architect’s review.

1.07 CONTRACTOR’S REPRESENTATION

A. By making a submission, the Contractor represents that he has determined and verified all field
measurements and dimensions, field construction criteria, site and building constraints in terms
of limitations in moving equipment into an enclosed space, materials, catalog and model
numbers and similar data and that he has checked and coordinated each submission with other
work at or adjacent to the project site in accordance with the requirements contained in Section
013100 - Project Management and Coordination and the Contract Documents.

B. Every SUBMISSION TRANSMITTAL FORM shall contain the Contractor’s approval stamp and
date showing that the submittal has been approved by the Contractor.  The Architect will not
review submittals that have not yet been reviewed and approved by the Contractor.

1.08 ENGINEER/ARCHITECT’S REVIEW

A. Architect will review and comment on each submission conforming to the requirements of this
Section.
1. Architect’s review will be for conformance with the design concept of the project and will be

confined to general arrangement and compliance with the Contract Documents only, and
will not be for the purpose of checking dimensions, weights, clearances, fittings, laying
lengths, tolerances, interference’s, for coordinating the work by others or subcontractors.

2. The Architect’s review of a separate item, or portion of a system, does not represent a
review of an assembly or system in which the item functions.

B. The Architect will mark submittals as follows:
1. NO EXCEPTION TAKEN (A) - No corrections, no marks.  The content of this submittal

has been reviewed by the Architect and been found to be in general compliance with the
Contract Documents.  No further submission of this submittal is required and the
information contained in the submittal may be built into the work in accordance with the
Contract Documents.

2. MAKE CORRECTIONS NOTED (B) - Minor amount of corrections.  The content of this
submittal has been reviewed by the Architect and has been found in general to be in
compliance with the Contract Documents.  The notations made on the submittal by the
Architect shall be incorporated into the work in accordance with the terms and conditions
of the Contract Documents.  No further submission of this submittal is required.

3. AMEND AND RESUBMIT (C) - The content of this submittal has been reviewed by the
Architect and this review has determined that additional data and/or modification to the
submitted data or other changes are required to bring the work represented in this
submittal into compliance with the Contract Documents.  This submittal shall be reviewed
and revised in accordance with the Architect’s comments and resubmitted to the Architect
for review.  The information contained on the resubmittal shall not be incorporated into the
work until the submittal is returned to the Contractor marked "NO EXCEPTION TAKEN" or
"MAKE CORRECTIONS NOTED".
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4. REJECTED (D) - The content of this submittal has been reviewed by the Architect and has
been determined not to be in accordance with the requirements contained in the Contract
Document and requires too many corrections or other justifiable reason.  The submittal
shall be corrected and resubmitted or a submittal of an alternate shall be provided.  No
items are to be fabricated under this mark.

5. SUBMIT SPECIFIED ITEM (E) - The content of this submittal has been reviewed by the
Architect and this review has indicated that the work displayed in the submittal is not in
compliance with the Contract Documents.  The Contractor shall submit another submittal
for this portion of the work, which complies with the Contract Documents.

6. RECEIVED (R) - This submittal is accepted on the project and filed for record purposes
only, in accordance with the terms and conditions of the Contract Documents.  Documents
marked "RECEIVED" will not be returned.

C. Submittals not required by these specifications will not be recognized or processed.

D. Provide an 8-inch by 10-inch space for the Architect’s review stamp.

1.09 RESUBMISSIONS

A. Prepare new and additional submissions, make required corrections, and resubmit corrected
copies until found in compliance with the Contract Documents.

B. On, or with, re-submittals, clearly describe revisions and changes made, other than the
corrections requested by Architect, which did not appear on the previous submissions.

1.10 CONTRACTOR’S RESPONSIBILITIES

A. Architect’s review of submittals shall not relieve the Contractor of his/her responsibility for any
deviation from the requirements of the Contract Documents nor relieve the Contractor from
responsibility for errors or omissions in the submittals.

B. No portion of the work requiring a submission shall be commenced until the Architect has found
the submission in general compliance with the Contract Documents.

C. The Contractor shall provide written notification of any specification or drawing deviation.

1.11 EXCESS COSTS FOR ENGINEERING/ARCHITECTURAL SERVICES

A. The Owner will charge to the Contractor, and will deduct from the partial and final payments due
the Contractor, all excess engineering and architectural expenses incurred by the Owner for
extra services (work) conducted or undertaken by the Architect as stipulated below:
1. Services and other similar charges because of the Contractor’s errors, omissions, or

failures to conform to the requirements of the Contract Documents as related to
administrative charges associated with non-compliance with the requirements for making
project submissions.

2. Services and other similar charges required to examine and evaluate any changes or
alternates proposed by the Contractor and which may vary from the Contract Documents.

3. Services and other similar charges as a result of the Contractor’s proposed substitution of
materials, equipment or products which require a redesign of any portion of the project, as
contained in the Contract Documents at the time of bid.

4. Services and other similar charges as a result of the Contractor’s proposed substitution of
products which require an engineering and/or architectural evaluation, beyond the time
stipulated in Section 012500, to determine if the substituted product is equal to that
specified.

5. Services and other similar charges as a result of changes by the Contractor to dimensions,
weights, sizes, voltages, phase, horsepower, materials of construction, and similar
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physical or operating characteristics of the product furnished which require redesign of the
project in any way.

6. Services and other similar charges for the review of resubmissions of shop drawings that
have been marked as "No Exceptions Taken"  or "Make Corrections Noted".

7. Services and other similar charges for the review of shop drawings submitted more than
two (2) times for the same product or portion of the work.

1.12 MISCELLANEOUS SUBMITTALS

A. Provide a Submittal Schedule within seven (7) calendar days from the date of the Notice to
Proceed.  The Submittal Schedule shall list all submittals for the project referenced by draft log
number.  Provide the estimated date that the submittal will be transmitted to the Architect for
review.

B. Within seven (7) calendar days from the date of the Pre-Construction Meeting, submit a
Proposed Products List.  This list shall be a complete listing of all products proposed for use,
with name of manufacturer, service headquarters, trade name and model number of each
product.  Partial listings will not be accepted.

C. For products specified only by reference standards, give manufacturer, trade name, model or
catalog designation, and reference standards.

1.13 SUBCONTRACTOR LIST

A. The Contractor shall submit, on AIA Form G705, within THIRTY (30) calendar days after the
date of the Notice to Proceed, a list of all subcontractors, including the names of the major
subcontractors that were submitted at the time of the bid.

B. Indicate M/WBE subcontractors in accordance with the requirements contained in other portions
of the Project Manual.

1.14 MATERIAL SAFETY DATA SHEETS (MSDS)

A. Comply with "Right to Know" requirements of Chapter 551 of Laws of New York, 1980,
concerning notification of the use of toxic substances.

B. Any product or substance used by the Contractor or its subcontractors which is listed in Subpart
Z of OSHA Part 1910 Title 29 of the Code of Federal Regulations entitled "Toxic and Hazardous
Substances" shall be identified to the Owner/Architect by the Contractor’s submission of a
standard Material Safety Data Sheet (MSDS) in accordance with "Right To Know" requirements.

C. Products will not be permitted to be kept on site without a MSDS.

1.15 SHOP DRAWINGS

A. Submit shop drawings for all fabricated work, for all manufactured items and for items
specifically required by the specifications.

B. Submit one (1) electronic copy of each standard drawing, catalog cut, or other material. 
Samples shall be delivered directly to the office of the Architect.  The Architect will return an
electronic copy of each submittal once reviewed.

C. Subcontractors shall submit shop drawings directly to the Contractor for checking.  Thoroughly
check subcontractors’ shop drawings for measurements, sizes of members, details, materials,
and conformance with the Contract Documents.
1. Return submittals which are found to be inaccurate or in error.
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2. Do not submit to the Architect until all corrections have been made.

D. Clearly show the relationship of the various parts of the project and where the information
provided on the submission depends upon field measurements and existing conditions.

E. The Contractor shall make all measurements, confirm existing conditions, and include them on
the shop drawings before making a submission to the Architect.

F. Submissions for a single item, or group of related items shall be complete.

G. When submitting manufacturers’ catalogs, pamphlets or other data sheets, in lieu of prepared
shop drawings, clearly mark the items being submitted for review.

H. If the shop drawings contain any departures from the contract requirements, specifically
describe them in the letter of transmittal.
1. Where such departures require revisions to layouts, structural, architectural, electrical,

HVAC or any other changes to the work as shown, Contractor shall, at his own expense,
prepare and submit revised drawings accordingly.

2. Make drawings the same size as the Contract Drawings and to the same scale.

1.16 SAMPLES

A. Where required, or where requested by the Architect, submit sample or test specimens of
materials to be used or offered for use.
1. Samples shall be representative, in all respects, of the material offered or intended, shall

be supplied in such quantities and sizes as may be required for proper examination and
tests, and shall be delivered to Architect, prepaid, along with identification as to their
sources and types of grades.

2. Submit samples well in advance of anticipated use to permit the making of tests or
examinations.

B. Samples will be checked for conformance with the design and for compliance with the Contract
Documents.

C. Work shall be in accordance with the approved sample.  The use of materials or equipment for
which samples are requested or required to be submitted is not permitted until such time that
the Architect has completed his review.

1.17 MANUFACTURER'S INSTRUCTIONS

A. When specified in individual specification sections, submit printed instructions for delivery,
storage, assembly, installation, start-up, adjusting, and finishing, to Architect.

B. Indicate special procedures, perimeter conditions requiring special attention, and special
environmental criteria required for application or installation.  Provide manufacturer’s
instructions with shop drawings.

1.18 CERTIFICATIONS

A. Submit certifications of compliance indicated in the Contract Documents.

B. Certifications shall be complete and exact, they shall be properly authenticated by the written
signature, in ink, of an owner, officer or duly authorized representative of the person, firm or
organization issuing such certification and they shall guarantee that the materials or equipment
are in complete conformance with the requirements of these specifications.
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1.19 COLORS AND PATTERNS

A. Unless the precise color and pattern are specified, whenever a choice of color or pattern is
available in a specified product, submit accurate color and pattern charts for Architect’s and
Owner’s review and selection.

1.20 MANUFACTURER’S SERVICE CENTER

A. The product of a manufacturer who does not maintain an adequate nearby service center and a
sufficient stock of spare parts are subject to rejection by Architect solely on that basis.

B. With each submission, submit information on manufacturer’s facilities and give complete details
of his service policies and capabilities, and a general idea of the stock of spare parts available. 
Submit this information in the form of a certification.  Also include names, addresses and
telephone numbers of at least three of the service center’s present customers who are in the
area of the project.

1.21 TEST RESULTS AND INSTALLATION

A. Whenever field startup services are specified, the Contractor shall obtain from the manufacturer
and submit to the Architect Manufacturer Startup Reports (MSR’s).  The report shall detail the
results of the field visit and all special conditions resulting from the startup.

B. Whenever field or factory tests are required on materials, equipment and systems, such tests
shall be performed and the test results submitted to Architect in the form of a MSR.

C. Do not deliver to the project or incorporate into the work any materials or equipment for which
Architect has not completed his review and found same to be in general conformance with the
Contract Documents.

D. Submit MSR’s within thirty (30) calendar days after the date of the startup or factory test.

1.22 SPARE PARTS LIST

A. Prepare a list of all spare parts specified to be provided in other Sections.  Compile the total list
for the purposes of reviewing actual spare parts delivered versus spare parts specified to be
provided.  The list shall reference the Section, model number, and quantity to be provided.

1.23 WAIVER OF CERTAIN SUBMITTAL REQUIREMENTS

A. Unless otherwise specified, the requirement to submit data and samples for products specified
for approval will be waived for products specified by brand name if the specifically named
products are furnished for the work.  In such cases, the Contractor shall submit two (2) copies
of required Product Data directly to the Architect’s field representative for information and
verification during its incorporation into the work.  The SUBMISSION TRANSMITTAL FORM
shall always be used.
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PART 2 - PRODUCTS

NOT USED

PART 3 - EXECUTION

NOT USED

  THIS SPACE LEFT INTENTIONALLY BLANK
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CONTRACTOR'S COMPANY NAME
ADDRESS

SUBMISSION TRANSMITTAL FORM
  CLIENT NAME: The FilBen Group

  PROJECT TITLE: Braemer at Montebello Assisted Living

 H2M PROJECT NO.: FILB1501

Product, Item, or
System Submitted:
Submission Date: Submission Log

No.:
Specification
Section:

Paragaph
Reference:

Contract Drawing
Reference(s):
Manufacturer's
Name:
Manufacturer's
Mailing Address:
Manufacturer's
Contact
Information: Name

(      )
Tel. no. Email

Supplier's Name:

Supplier's Mailing
Address:
Supplier's Contact
Information: Name

(      )
Tel. no. Email

This item is a substitution for the specified
item:

____ No ____ Yes

Contrator's Approval Stamp with Signature
& Date

Contractor's Brief Comments or Remarks
(attach separate letter as needed):

By making this submission, we represent
that we have determined and verified all
field measurements and dimensions, field
construction criteria, site and building
constraints in terms of limitations in
moving the item into the enclosed space,
materials, catalog and model numbers and
similar data and that we have checked and
coordinated this submission with other
work at or adjacent to the installed location
in accordance with the requirements
contained in the Contract Documents.

END OF SECTION


