	Process:
	[bookmark: _GoBack]Standard Work - Statutory Plan Review

	Who:

	Owner: PM or Agency Point of Contact (POC)
	Date:
	09/22/2016

	
	
	Revision:
	0

	Frequency
	Action
	Action Detail / Key Points

	Starting Process

	
	1
	Procure Third Party Review
	NOTE: 
· Project should be setup in Procore upon AIA Contract preparation prior to procurement of Third Party Review.
· See Standard Work- Project Setup (Pre-Construction)
· Third Party Review PO should be issued well in advance of the completion of the plans and specs.

	
	2
	Project Manager (PM) or Agency POC - Notify Third Party Reviewer of new project including valuation of project (basis of plan review fee)
	Contact Third Party Reviewer through PROCORE Email system.

Construction Valuation shall be a number (not a range)


	
	3
	Third Party Reviewer - to send proposal to Agency POC

Authorized Purchaser issues PO through ProcureAZ
	(Standard Procurement process on ProcureAZ site)



Best Practice: Send copy of executed PO to Third Party Reviewer via PROCORE email.
Note: Third Party Plan Review will not commence until PO is received

	
	4
	Upload Drawings and Specifications in Procore
	Drawings and Specification into the Document Tab Under 01 Design Files


	
	4a
	
	A/E to upload drawings and specifications in the “Documents Tab”.
Steps for uploading Drawings:
· Place drawing in the “01 Design Files – Create Folder and name it Initial Plan Review”. ** PM to create Submittal at each revision to the Third Party Review and add A/E to the distribution
· If revisions are needed on the drawings – The Third Party review will create  a folder under 01 Design Files and name it “02-Revised Plans Comments” 
· A\E will address the comments and create a folder under 01 Design Files and name it 03 Drawings Response
· Once drawings and Specifications have been approved, The third party review will create a folder under 01 Design Files and name it 04 Stamped 
       

	
	5
	Create Submittal for Drawing and Specs for routing
	PM:
· PM conducts initial review of the drawings and specs to make sure all the information is contained (See Statutory Review Checklist)

[bookmark: _MON_1533975264] 
· Click on Submittals Tab 
· Fill out the following fields ONLY:
· Title
· Type (Select “Plan and Spec Review”)
· Description
· Submittal Workflow
· Bureau Veritas
· Due By Date
· Distribution
· Add A/E to distribution
· Lead Inspector/Statutory Review

	
	
	Resubmittal of revised Drawings and Specs
	· If Third Party requires revisions, PM to open existing Submittal.
· PM to select “Create Revision” button on the Top Right corner of the open submittal.
· Update Description of the submittal as a revision.
· Click on the bottom button “ Create and Send Emails”

	
	
	Distribute Approved Submittal
	· Open Submittal and Click “Distribute submittal” on the top of the page.
· Distribute to:
· A/E
· GC (if applicable)
· Planning Manager
· Construction Manager
· Procurement Manager

	1
	15
	A/E - Print and send approved construction documents (1 half size) including Project Manual to CMS for Archive and Building Inspector use.
	A/E Designer carries reimbursable dollars for printing.
Additional copies may be needed depending on requirements of Project Manager and end user.
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Douglas A. Ducey

Governor
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Craig C. Brown

Director



		ARIZONA DEPARTMENT OF ADMINISTRATION GENERAL SERVICES DIVISION

100 NORTH FIFTEENTH AVENUE  SUITE 202 PHOENIX, ARIZONA 85007









· A registrant shall sign, date, and seal all professional documents under his/her responsibility in compliance with Arizona Administrative Code R4-30-304.

Drawings should contain the following standard information:



		Cover Sheet

		Index or Cover Sheet



		· State of Arizona

		· Vicinity Map



		· State Seal

		· Building Key Plan



		· Governor  Douglas A. Ducey

		· Legal Description (for new construction)



		· Agency Director  Craig C. Brown (for ADOA)

		· Project Description



		· Agency name Arizona Department of Administration

		· Code Data

· Special Inspections required



		· Project name and address

		· Sheet Index



		· Prime design consultant and contact info

		· Deferred approvals (fire sprinkler, alarm, trusses, etc.)



		· Design sub-consultants and contact info

		· Issue date



		· Project Manager

		· Revision block (shall indicate latest revision  in set)



		· Statutory Review Number

		· Symbols Legend



		· Notes



		  Project Description	



		· Is the project:

		

		



		· A new building?

		

		



		· A building addition?

		

		



		· A remodel to an existing building?

		

		



		· A tenant improvement?

		

		



		· Mechanical or electrical renovations?

		

		



		· Fire alarm, fire suppression or other life safety upgrades?



		· Other? Please describe

		

		



		  Code Data	

		

		



		· Applicable codes

		

		· Egress diagram (can be on another sheet)



		· Occupancy group

		

		· Occupant load calculation



		· Construction type

		

		· Fire suppression system, yes or no?



		· Separated use or non-separated use

		

		· Fire detection system, yes or no?



		· Area of building

		

		· Number of exits required



		· Area of renovation or tenant improvement

		

		· Number of exits provided



		· Allowable area calculation

		

		· Special inspections required



		· Number of floors in building

		

		· Floor loading



		· ADA Accessible Route (can be on another sheet)

		· ADA Details (can be on another sheet)









Rev. Jan. 8, 2016

image1.png








