
September 25, 2015 

INSTRUCTIONS  FOR  

ELECTRONIC  DESIGN  SUBMISSIONS  TO  DGS 
 

 

1. Electronic Submissions to DGS shall be made on a CD-ROM; if necessary to hold all 

required documents, submissions may be made on a DVD.  The use of “stick” type drives is 

not permitted for electronic submissions. 

 

2. Each Design Submission to DGS must include one CD-ROM/DVD.  No paper copies are 

required or permitted. 

 

3. The Professional shall provide an identical CD-ROM/DVD submission to the Using 

Agency, as well as to the Construction Manager and/or Commissioning Agent, as 

applicable. 

 

4. All documents shall be submitted in Adobe Portable Document (.pdf) format.  Documents 

shall be saved as .pdf directly from the original applications (MSWord, Excel, AutoCAD), 

where possible, at a minimum of 600dpi.  All image documents (.tif, .jpg, etc.), and 

letters/documents from outside sources, shall be scanned into .pdf format, at a minimum of 

600dpi.   

 

5. Outline Specifications and Project Manuals, as well as all other documents when possible, 

shall be provided as “searchable” type .pdf files. 

 

6. All applicable sections of Division 1 – General Requirements shall be created using “Track 

Changes” to enable DGS Reviewers to see the edits performed by the Professional. 

 

7. All Drawings shall be created in .pdf format, in Landscape Orientation, at the full size of the 

original drawing sheets.  Drawings may be created as one of these sheet sizes: 22”x34”, 

24”x36” or 30”x42”.  Do not mix drawing sizes within the Drawing Set. 

 

8. All Drawings Sheets containing scaled drawings shall include a “visual scale”, to assist 

others in ensuring that they are printing the Drawings at the appropriate scale.  On scaled 

drawing sheets, this visual scale must be included in the lower right of each sheet, just to the 

left of the Title Block.  The “visual scale” shall be as shown below: 

 

 

 
 

 



September 25, 2015 

DOCUMENT  NAMING  SYSTEM  FOR  

ELECTRONIC  DESIGN  SUBMISSIONS  TO  DGS 
 

 

0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

   first part of Project Number, expressed in 4 digits, indicating the facility designation 
 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

           next part of Project Number, expressed in 3 digits, indicating the number of projects at this facility 
 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

                indicates “P” for Phase, and a digit to indicate the current Phase number 

 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

                               indicates the date in parentheses (year_month_date) of the submission to DGS 

 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

                                           indicates the Item Number on the Submission Checklist 

 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents (all documents in a single .pdf file) 

                                               use “01” if there is only a single component for this Checklist Item 

 
0948-056 P1 (2015_06_12) 02.02 – Schematic Design Documents (all documents in a single .pdf file) 

                                               use 0 with a digit to indicate multiple components for this Checklist Item 

 
0948-056 P1 (2015_06_12) 02.01 – Schematic Design Documents [all documents in a single .pdf file] 

                                                                                          Indicates the description of the Checklist Item 

 

 
NOTE: This standard document naming system is to be used to indicate all individual components of the 

electronic Design Submission on the CD-ROMs/DVDs.  In general, this system is based on the Item 

Numbers on the Submission Checklists included with your Design Stage Approval Letters, and as per 

Exhibits C1 through C5 in the EA Project Procedure Manual.  Samples for each Design Submission are 

included on the following pages.  The Professional must edit/adjust the Samples to reflect its actual 

Project.  Each line item of the Submission is intended to open the appropriate document, when “clicked”.  

If you have any questions, contact the Project Coordinator. 

 

NOTE: In the file folder containing all drawing sheets as individual files, the file name for each drawing 

shall begin with the Sheet Number preceded by a 3-digit number, intended to maintain the sheets in the 

order that they appear on the Index To Drawings.  For example: 001 CS-1, 002 A-1, 003 A-2, etc. 

 

NOTE: Design Drawings are indicated as “(all drawings in a single .pdf file)” and shall include all drawing 

sheets in the order they appear on the Index To Drawings; however, when approved by DGS, drawings 

for very large projects may be separated in to multiple files, with breaks occurring between disciplines, 

and named accordingly.



September 25, 2015 

REQUIRED  FORMAT  FOR  PROGRAMMING  SUBMISSION 
 
Provide all required Programming Submission documents on CD-ROM/DVD with both the disc itself and the disc case 
titled as follows: 
 
DGS #948-56 PHASE 1 
PROGRAMMING SUBMISSION 
June 12, 2015 
 
All data on the CD-ROM/DVD shall be contained in a single folder, titled: 

DGS #948-56 PHASE 1, PROGRAMMING SUBMISSION, June 12, 2015 
 
Within that folder, provide the Programming Submission documents as a series of files corresponding to the list of 
items on the Programming Submission Checklist, provided with your Initial Submission letter. 
 
0948-056 P1 (2015_06_12) 01.01 – Transmittal Letter 

0948-056 P1 (2015_06_12) 01.02 – Programming Submission Checklist 

0948-056 P1 (2015_06_12) 01.03 – Letter Explanation of Items Not Included in Submission 

0948-056 P1 (2015_06_12) 02.01 – Programming Documents [all documents in a single .pdf file] 

0948-056 P1 (2015_06_12) 03.01 – Conceptual Drawings [all drawings in a single .pdf file] 

0948-056 P1 (2015_06_12) 04.01 – Programming Submission Probable Construction Cost Summary (Concept No. 1) 

0948-056 P1 (2015_06_12) 04.02 – Programming Submission Probable Construction Cost Summary (Concept No. 2) 

0948-056 P1 (2015_06_12) 04.03 – Programming Submission Probable Construction Cost Summary (Concept No. 3) 

0948-056 P1 (2015_06_12) 04.04 – Programming Submission Project Information Sheet 

0948-056 P1 (2015_06_12) 05.01 – Statement of Expected Availability of Required Utilities 

0948-056 P1 (2015_06_12) 06.01 – Statement on Site Restrictions 

0948-056 P1 (2015_06_12) 07.01 – Photographs of Proposed Site of New Buildings-Additions 

0948-056 P1 (2015_06_12) 08.01 – Report on Status of LEED Efforts [if applicable] 

0948-056 P1 (2015_06_12) 09.01 – Report on Status of Current and Anticipated Additional Services 

0948-056 P1 (2015_06_12) 10.01 – Additional Items as applicable [list items in Transmittal Letter] 

 
 
[Note that this document is a sample only, and the actual Design Submission, both the CD-ROM Title and the 
Submission items, must be edited to reflect the actual DGS Project Number and the Date Submitted.] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



September 25, 2015 

REQUIRED  FORMAT  FOR  SCHEMATIC  DESIGN  SUBMISSION 
 
Provide all required Schematic Design Submission documents on CD-ROM/DVD with both the disc itself and the disc 
case titled as follows: 
 
DGS #948-56 PHASE 1 
SCHEMATIC DESIGN SUBMISSION 
June 12, 2015 
 
All data on the CD-ROM/DVD shall be contained in a single folder, titled: 

DGS #948-56 PHASE 1, SCHEMATIC DESIGN SUBMISSION, June 12, 2015 
 
Within that folder, provide the Schematic Design Submission documents as a series of files corresponding to the list 
of items on the Schematic Design Submission Checklist, provided with your Programming Approval letter. 
 
0948-056 P1 (2015_06_12) 01.01 – Transmittal Letter 

0948-056 P1 (2015_06_12) 01.02 – Schematic Design Submission Checklist 

0948-056 P1 (2015_06_12) 01.03 – Letter Explanation of Items Not Included in Submission 

0948-056 P1 (2015_06_12) 02.01 – Code Review and Analysis 

0948-056 P1 (2015_06_12) 03.01 – Schematic Design Submission Probable Construction Cost Summary (Base Bid No. 1) 

0948-056 P1 (2015_06_12) 03.02 – Schematic Design Submission Probable Construction Cost Summary (Base Bid No. 2) 

0948-056 P1 (2015_06_12) 03.03 – Schematic Design Submission Probable Construction Cost Summary (Base Bid No. 3) 

0948-056 P1 (2015_06_12) 03.04 – Schematic Design Submission Project Information Sheets 

0948-056 P1 (2015_06_12) 04.01 – Schematic Design Drawings [all drawings in a single .pdf file] 

0948-056 P1 (2015_06_12) 05.01 – Notification Letters to All Utility Companies [include reply letters, if available] 

0948-056 P1 (2015_06_12) 06.01 – Fuel Feasibility Study [when requested] 

0948-056 P1 (2015_06_12) 07.01 – Coal Non-Use Justification Letter [where applicable] 

0948-056 P1 (2015_06_12) 08.01 – Structural Engineer’s Initial Subsurface and Related Site Investigation Reports 

0948-056 P1 (2015_06_12) 08.02 – Professional’s Request for Proposals for Geotechnical Services 

0948-056 P1 (2015_06_12) 09.01 – Initial Report on Site Restrictions 

0948-056 P1 (2015_06_12) 10.01 – List of Required Regulatory Approvals-Permits, Status Report 

0948-056 P1 (2015_06_12) 10.02 – Copies of Applications-Permits-Approvals 

0948-056 P1 (2015_06_12) 11.01 – Initial Contact Letter to Pennsylvania Historical and Museum Commission 

0948-056 P1 (2015_06_12) 12.01 – Report on Status of LEED Efforts [if applicable] 

0948-056 P1 (2015_06_12) 13.01 – Report on Status of Current and Anticipated Additional Services 

0948-056 P1 (2015_06_12) 14.01 – Photos of Proposed Site of New Buildings - Additions – Renovations [if not prev. submitted] 

0948-056 P1 (2015_06_12) 15.01 – Additional Items as called for in Chapter 4 of BEA Project Procedure Manual [as applicable] 

0948-056 P1 (2015_06_12) 16.01 – Explanation for Review Comments from prev. Submission, when not complied with in this Submission 

0948-056 P1 (2015_06_12) 17.01 – Marked Up Programming Submission Documents from DGS [when provided] 

 

 
[Note that this document is a sample only, and the actual Design Submission, both the CD-ROM Title and the 
Submission items, must be edited to reflect the actual DGS Project Number and the Date Submitted.] 
 
 
 
 
 
 



September 25, 2015 

REQUIRED  FORMAT  FOR  DESIGN  DEVELOPMENT  SUBMISSION 
 
Provide all required Design Development Submission documents on CD-ROM/DVD with both the disc itself and the 
disc case titled as follows: 
 

DGS #948-56 PHASE 1 
DESIGN DEVELOPMENT SUBMISSION 
June 12, 2015 
 

All data on the CD-ROM/DVD shall be contained in a single folder, titled: 
DGS #948-56 PHASE 1, DESIGN DEVELOPMENT SUBMISSION, June 12, 2015 

 

Within that folder, provide the Design Development Submission documents as a series of files corresponding to the 
list of items on the Design Development Submission Checklist, provided with your Schematic Design Approval letter. 
 

0948-056 P1 (2015_06_12) 01.01 – Transmittal Letter 

0948-056 P1 (2015_06_12) 01.02 – Design Development Submission Checklist 

0948-056 P1 (2015_06_12) 01.03 – Letter Explanation of Items Not Included in Submission 

0948-056 P1 (2015_06_12) 02.01 – Code Review and Analysis (if changed) 

0948-056 P1 (2015_06_12) 03.01 – Design Development Submission Probable Construction Cost Summary (Base Bid No. 1) 

0948-056 P1 (2015_06_12) 03.02 – Design Development Submission Probable Construction Cost Summary (Base Bid No. 2) 

0948-056 P1 (2015_06_12) 03.03 – Design Development Submission Probable Construction Cost Summary (Base Bid No. 3) 

0948-056 P1 (2015_06_12) 03.04 – Design Development Submission Project Information Sheets 

0948-056 P1 (2015_06_12) 04.01 – Outline Specifications for All Prime Contracts [all parts in a single searchable .pdf file] 

0948-056 P1 (2015_06_12) 04.02 – One Completed Specification Section 

0948-056 P1 (2015_06_12) 05.01 – Design Development Drawings [all drawings in a single .pdf file] 

0948-056 P1 (2015_06_12) 06.01 – Confirmation Letters from All Utility Companies 

0948-056 P1 (2015_06_12) 07.01 – List of Required Regulatory Approvals-Permits, Status Report 

0948-056 P1 (2015_06_12) 07.02 – Copies of Applications-Permits-Approvals 

0948-056 P1 (2015_06_12) 08.01 – Subsurface Investigation and Geotechnical Report 

0948-056 P1 (2015_06_12) 09.01 – Structural Engineer’s Report on Selection of Structural & Foundation Systems 

0948-056 P1 (2015_06_12) 10.01 – Preliminary Engineering Calculations (Stormwater) 

0948-056 P1 (2015_06_12) 10.02 – Preliminary Engineering Calculations (Sanitary) 

0948-056 P1 (2015_06_12) 10.03 – Preliminary Engineering Calculations (Structural) 

0948-056 P1 (2015_06_12) 10.04 – Preliminary Engineering Calculations (HVAC) 

0948-056 P1 (2015_06_12) 10.05 – Preliminary Engineering Calculations (Plumbing) 

0948-056 P1 (2015_06_12) 10.06 – Preliminary Engineering Calculations (Fire Protection) 

0948-056 P1 (2015_06_12) 10.07 – Preliminary Engineering Calculations (Electrical) 

0948-056 P1 (2015_06_12) 11.01 – Report on Hazardous Materials Survey Results 

0948-056 P1 (2015_06_12) 12.01 – Response Letter from Pennsylvania Historical and Museum Commission 

0948-056 P1 (2015_06_12) 13.01 – Report on Status of LEED Efforts (if applicable) 

0948-056 P1 (2015_06_12) 14.01 – Report on Status of Current and Anticipated Additional Services 

0948-056 P1 (2015_06_12) 15.01 – Additional Items as called for in Chapter 5 of BEA Project Procedure Manual, as applicable 

0948-056 P1 (2015_06_12) 16.01 – Explanation for Review Comments from prev. Submission, when not complied with in this Submission 

0948-056 P1 (2015_06_12) 17.01 – Marked Up Schematic Design Submission Documents from DGS [when provided] 

 
 
[Note that this document is a sample only, and the actual Design Submission (both the CD-ROM and the 
Submission items must be edited to reflect the actual DGS Project Number and the Date Submitted.] 



September 25, 2015 

REQUIRED  FORMAT  FOR  INTERIM  CONSTRUCTION  DOCUMENTS  SUBMISSION 
 
Provide all required Interim Construction Documents Submission documents on CD-ROM/DVD with both the disc 
itself and the disc case titled as follows: 
 
DGS #948-56 PHASE 1 
INTERIM CONSTRUCTION DOCUMENTS SUBMISSION 
June 12, 2015 
 
All data on the CD-ROM/DVD shall be contained in a single folder, titled: 

DGS #948-56 PHASE 1, INTERIM CONSTRUCTION DOCUMENTS SUBMISSION, June 12, 2015 
 
Within that folder, provide the Interim Construction Documents Submission documents as a series of files 
corresponding to the list of items on the Interim Construction Documents Submission Checklist, provided with your 
Design Development Approval letter. 
 
0948-056 P1 (06_12_2015) 01.01 – Transmittal Letter 

0948-056 P1 (06_12_2015) 01.02 – Interim Construction Documents Submission Checklist 

0948-056 P1 (06_12_2015) 01.03 – Letter Explanation of Items Not Included in Submission 

0948-056 P1 (06_12_2015) 02.01 – Interim Constr. Doc. Submission Probable Construction Cost Summary (Base Bid No. 1) 

0948-056 P1 (06_12_2015) 02.02 – Interim Constr. Doc. Submission Probable Construction Cost Summary (Base Bid No. 2) 

0948-056 P1 (06_12_2015) 02.03 – Interim Constr. Doc. Submission Probable Construction Cost Summary (Base Bid No. 3) 

0948-056 P1 (06_12_2015) 02.04 – Interim Construction Documents Submission Project Information Sheets 

0948-056 P1 (06_12_2015) 03.01 – Project Manual [all parts in a single searchable .pdf file] 

0948-056 P1 (06_12_2015) 04.01 – Interim Construction Documents Drawings [all drawings in a single .pdf file] 

0948-056 P1 (06_12_2015) 05.01 – List of Required Regulatory Approvals-Permits, Status Report 

0948-056 P1 (06_12_2015) 05.02 – Copies of Applications-Permits-Approvals 

0948-056 P1 (06_12_2015) 06.01 – Notes from the Professional’s Meeting with the Construction Regional Director 

0948-056 P1 (06_12_2015) 07.01 – Report on Status of LEED Efforts [if applicable] 

0948-056 P1 (06_12_2015) 08.01 – Report on Status of Current and Anticipated Additional Services 

0948-056 P1 (06_12_2015) 09.01 – Additional Items as called for in Chapter 6 of BEA Project Procedure Manual [as applicable] 

0948-056 P1 (06_12_2015) 10.01 – Explanation for Review Comments from prev. Submission, when not complied with in this Submission 

0948-056 P1 (06_12_2015) 11.01 – Marked Up Schematic Design Submission Documents from DGS [when provided] 

 
 
[Note that this document is a sample only, and the actual Design Submission, both the CD-ROM Title and the 
Submission items, must be edited to reflect the actual DGS Project Number and the Date Submitted.] 
 
 
 
 
 
 
 
 
 
 
 
 
 



September 25, 2015 

REQUIRED  FORMAT  FOR  CONSTRUCTION  DOCUMENTS  SUBMISSION 
 
Provide all required Construction Documents Submission documents on CD-ROM/DVD with both the disc itself and 
the disc case titled as follows: 
 

DGS #948-56 PHASE 1 
CONSTRUCTION DOCUMENTS SUBMISSION 
June 12, 2015 
 

All data on the CD-ROM/DVD shall be contained in a single folder, titled: 
DGS #948-56 PHASE 1, CONSTRUCTION DOCUMENTS SUBMISSION, June 12, 2015 

 

Within that folder, provide the Construction Documents Submission documents as a series of files corresponding to 
the list of items on the Construction Documents Submission Checklist, provided with your Interim Construction 
Documents Approval letter. 
 
0948-056 P1 (2015_06_12) 01.01 – Transmittal Letter 

0948-056 P1 (2015_06_12) 01.02 – Construction Documents Submission Checklist 

0948-056 P1 (2015_06_12) 01.03 – Letter Explanation of Items Not Included in Submission 

0948-056 P1 (2015_06_12) 02.01 – Code Review and Analysis [if changed] 

0948-056 P1 (2015_06_12) 03.01 – Construction Documents Submission Probable Construction Cost Summary (Base Bid No. 1) 

0948-056 P1 (2015_06_12) 03.02 – Construction Documents Submission Probable Construction Cost Summary (Base Bid No. 2) 

0948-056 P1 (2015_06_12) 03.03 – Construction Documents Submission Probable Construction Cost Summary (Base Bid No. 3) 

0948-056 P1 (2015_06_12) 03.04 – Construction Documents Submission Project Information Sheets 

0948-056 P1 (2015_06_12) 04.01 – Project Manual [all parts in a single searchable .pdf file] 

0948-056 P1 (2015_06_12) 05.01 – Project Drawings [all drawings in a single .pdf file] 

0948-056 P1 (2015_06_12) 06.01 – Report Summarizing Status of All Utilities 

0948-056 P1 (2015_06_12) 07.01 – List of Required Regulatory Approvals-Permits, Status Report 

0948-056 P1 (2015_06_12) 07.02 – Copies of Applications-Permits-Approvals 

0948-056 P1 (2015_06_12) 08.01 – Notes from Professional’s Mtg. with Construction Regional Director [if not previously submitted] 

0948-056 P1 (2015_06_12) 09.01 – Geotechnical Report [if changed or revised] 

0948-056 P1 (2015_06_12) 09.02 – Other Report [if changed or revised]  

0948-056 P1 (2015_06_12) 10.01 – Letter from Prof. Confirming Compliance with Geotechnical Consultant’s Recommendations 

0948-056 P1 (2015_06_12) 11.01 – Final Engineering Calculations (Stormwater) 

0948-056 P1 (2015_06_12) 11.02 – Final Engineering Calculations (Sanitary) 

0948-056 P1 (2015_06_12) 11.03 – Final Engineering Calculations (Structural) 

0948-056 P1 (2015_06_12) 11.04 – Final Engineering Calculations (HVAC) 

0948-056 P1 (2015_06_12) 11.05 – Final Engineering Calculations (Plumbing) 

0948-056 P1 (2015_06_12) 11.06 – Final Engineering Calculations (Fire Protection) 

0948-056 P1 (2015_06_12) 11.07 – Final Engineering Calculations (Electrical) 

0948-056 P1 (2015_06_12) 12.01 – Proposed Construction Schedule Bar Chart, with Calendar Days for Construction & Temp. Heat 

0948-056 P1 (2015_06_12) 13.01 – Proposed RFP for Quality Assurance Services (Hazardous Materials Air-Monitoring) 

0948-056 P1 (2015_06_12) 13.02 – Proposed RFP for Quality Assurance Services (Geotechnical) 

0948-056 P1 (2015_06_12) 14.01 – Professional Color Rendering Electronic File [Framed Rendering to be submitted separately] 

0948-056 P1 (2015_06_12) 15.01 – Report on Status of LEED Efforts [if applicable] 

0948-056 P1 (2015_06_12) 16.01 – Additional Items as called for in Chapter 4 of BEA Project Procedure Manual [as applicable] 

0948-056 P1 (2015_06_12) 17.01 – Explanation for Review Comments from prev. Submission, when not complied with in this Submission 

0948-056 P1 (2015_06_12) 18.01 – Marked Up Interim Construction Documents Submission Documents from DGS [when provided] 

 

 

[Note that this document is a sample only, and the actual Design Submission, both the CD-ROM Title and the 
Submission items, must be edited to reflect the actual DGS Project Number and the Date Submitted.] 


