C-2600 

Record Drawings (As-Built Drawings) and Distribution of Project Record Documents and Deliverables



1.0
Purpose

This work instruction describes the process required to maintain a complete set of project record drawings (as-builts) and record specifications of field changes during construction, contractor evaluations, deliverables and documentation.

2.0 Applicability

This procedure applies to all ORF construction projects in NIH owned and leased facilities.

3.0 Responsibilities

The PO is responsible for assuring that as-built drawings are prepared electronically by the contractor and for turning over the completed electronic record documents to the ORF Division of Property Management. 
4.0
Procedure

4.1 The contractor maintains at the job site a full set of current drawings and specifications depicting as-built conditions. All deviations between the contract documents and the completed construction must be red-lined on the drawings and specifications. The deviations should be shown in the same general detail used in the contract plans. These prints must be available at all times for review by PO, CO, and other parties designated by the CO.

4.2 The PO is responsible for tracking and control of all record documents.  The PO shall require that as-built documents be prepared electronically.  Projects that did not include electronic preparation of design documents will not require electronic as-builts. 

4.3 The PO regularly monitors the completeness and accuracy of the documents. The PO makes a notation on the inspection report about the availability of as-built drawings.

4.4 Upon project completion, the contractor signs the as-built drawings, modifies design documents electronically, if design documents were prepared electronically, and provides electronic as-built drawing files.  Contractor shall certify that the as built drawing files are correct and then turns them over to the PO so they can be accessed by ORF Division of Property Management for DPM use and up-keeping. 

4.5 Once project construction is completed, the latest submittal in the system will be the as-built drawings.

4.6 The PO submits project record documents  (as-built record drawings and electronic files, one approved set of contract submittals, record specifications, operations and maintenance manuals and warranties) to ORF Division of Property Management.

4.7 For all contracts over $25,000, once the request from the CO is received, the PO completes the A/E and CQM evaluation form and forwards the completed form to the CO.

4.8 For each construction contract of $100,000 or more, once the request from the CO is received, the PO completes the Contractor Performance Evaluation electronically in the Contractor Performance System.  

4.9 At substantial completion of all projects, including projects in lease facilities, the PO provides both the ORF Division of Facilities Planning and the ORS Office of Business Systems and Finance a copy of the record as-built architectural floor plans (including room numbers), the project gross square footage, the final construction cost, the IC, and the IC point-of-contact.  This is required to allow the areas to be surveyed and to begin rent charges.  
4.10 At substantial completion or all projects, the PO also completes the Real Property Inventory form.
5.0
Related Procedure

C-1200, Design Process and Review Process

C-2500, Turnover, Acceptance, and Contract Closeout

6.0 Relevant Documents

Contract Documents  

7.0
Records

Record drawings (As-built) red-line drawings and specifications 

Record drawing (As-built) electronic drawing files (as applicable)

Performance Evaluation for Construction Contracts maintained electronically in the Contractor Performance System by CCB.



