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DEPARTMENT OF ADMINISTRATION



              Real Estate and Construction Services (RECS) 
RECS-SW-16 Standard Work 


for Archiving Documents in PWA (Project Web Application/ Project Management Software System)    
Standard for:

Archiving of project documents in the division’s project management software system.
Purpose:

To achieve consistency in the types of documents to be filed and by whom and to have a document retrieval source.
Background:
The division has a software application for managing construction projects.  This system has document storage capability and was designated the source for project document archiving and retrieval.
References or related documents:


None
Estimated time for completion:
    When documents are finalized or prior to closeout of project.
Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
Attachments: 

Attachment A:   Document Types and Archiving Responsibilities
Attachment B:   Electronica Document Naming Standards
Date:

August 9, 2013
Revision Date:      

Standard:  


	Step
	TASK
	TIME

	1
	Review the Attachment (A) to this Standard of Work for the documents that are to be filed / archived in the division’s project management software system; and the staff who is responsible for filing the document.

	As occurs


	2
	File the final version of project document(s)* in the system using Attachment B-Electronic Document Naming Standards

	As occurs or prior to project closeout




End of Standard

Attachments

Attachment A:   Document Types and Archiving Responsibilities
Attachment B:   Electronic Document Naming Standards

ATTACHMENT A
DOCUMENT TYPES AND ARCHIVING RESPONSIBILITIES
Contract Files 

· Consultant Design/study  (Red) File 
· Contract - By RECS Contracting

· Amendments (Supplemental Agreements)- By RECS Contracting

· Contract Supplemental history log –By RECS Accounting keeps in hardcopy file

· Insurance certificate - By RECS Contracting

· Certification Form  - By RECS Contracting

· Copy of RFQ/RFP - By RECS Contracting

· Copy of State Register Notices  - By RECS Contracting

· Copy of successful RFP response  - By RECS Contracting

· Scoring results of RFP criteria - By RECS Contracting

· SDSB documents  - By RECS Contracting

· Pay requests - By RECS Accounting

· Notice To Proceed Letter – By RECS Support

· 16 A/Cs – By RECS Support

●    CM at Risk or Design Build

· Same as above

· Copy of RFQ & RFP - By RECS Contracting

· Copy of successful RFQ/RFP response  - By RECS Contracting

· Scoring results of RFQ/RFP criteria - By RECS Contracting

· Consultant - other (Green) File 
Specialty consultant files such as:  Owners Representatives, Contract Workers,  Annual Contract/Master Design Contract, 


 
     ● same as Consultant (Red) file above

· Construction/contractor (Yellow) File  

· Contract  - By RECS Accounting 

· Supplemental agreements W/DEs - By RECS Support

· SA  history log  - By RECS Support 
· Payment and Performance Bonds - By RECS Accounting

· Insurance certificate - By RECS Accounting

· Notice to proceed letter-By RECS Accounting

· Pay requests  - ByRECS Accounting

BY RECS PM  - ALL CONTRACTS

· PIF –original 

· PIF – updatred - RECS Accounting files updated PIFs 

· CAPRA Request – approved form

· Design Kick-off and design meeting notes

· Design guideline variance approvals

· Design guideline checklist sign-offs

· Precon checklist and meeting notes

· Construction meeting notes

· Letters authorizing consultant to proceed to DD-CD-Bidding phases

· Legislative / Bonding Bill Language

· Legislative notification letters

· Legislative response letters

· Emergency Authorization Form- approved form

· Purchase Orders

· Intent to award letter 

· Bid request form; (completed one)

· Bid award /rejection memo 

· Bid results (tabulation)

· Consultant's recommendation to award letter

· Project Directory

· Final Project accounting worksheet

· Test results

· Building permit and other permits

· Code, Fire Marshal, SHPO authority letters

· Certificate of Occupancy

· Certificate of substantial completion   (with punch list)

· Signed off punch lists from contractor

· Acceptance by Agency

· Final Report (if predesign, study, investigative work, geotech report)

· As-Built Record Documents (both plans and specs)  Note:  A CD of the bid set goes to RECS planning

· Documentation on any claims and disputes

· Significant correspondence  (decision making correspondence)

· Specialty docs:  FF&E packages, move company, etc

· Abatement (Blue) File
· Same as Consultant & Construction files above

· Final Reports  - By RECS PM

Note:  Reports also go to the Legislative Reference Library

	ATTACHMENT B    Electronic Document Naming Standards


	General Notes
	Using two digits for number allows 01 to proceed 10. If a single digit is used 10 comes before 1 in a list because the computer reads from the left.

	 
	· Number symbols ## do not work in PWA. Other characters to avoid: / : * ? < > [ ] & $

	 
	· Vendor Names and abbreviations follow document name when used. RFP_ADDENDA_12_BBC

	 
	· Computers do not like spaces, an underscore is the preferred separation. Spaces are translated to %20 in a web environment.

	 
	· If a file is named Addenda  11 it may appear as Addenda%2011 when printed or copied.

	 
	 

	Project Number
	G02RC02HP0003  this is the SWIFT number for the project and must be used as the primary project name.

	 
	 

	Project Name
	02HP0003_REPLACE_WINDOWS

	 
	Files will also be searchable if documents are abbreviated with 02HP0003_REPLACE_WINDOWS

	Executed Contract 
	BSA_Design_BBC_45576_Executed (Draft versions of contract to be deleted)

	 
	 

	Work Orders
	WO_01_Testing_BBC_45576 Consultant name can be added to end

	 
	 

	Supplemental Agreements
	SA_01  thru SA_99 Consultant name can be added to end BSA_SA_01_BBC_45576 (or PT_SA_01_BBC_45576)

	 
	If construction contract with multiple bid packages, add "BP1" or BP2" to the end.  

	 
	When a DE is included in an SA, the signed copy of the DE should be scanned/attached with the SA to fulfill MN Stat. 16C.o5, subd.2(d)

	Developing Encumbrances
	DE_01_BBC thru DE_99_BBC  Consultant name can be added to end DE_12_BBC

	CM @ Risk Executed Contracts
	CMR_BBC_45576_Executed

 

	CM @ Risk Supplemental Agreements
	CMR_SA_01_BBC_45576

 

	Construction Supplemental Agreements
	Constr_SA_01_BBC_45576

 

	PIF
	PIF_Project Name ie: PIF_REPLACE_WINDOWS

 

	RFP Addenda
	RFP_Design_ADDENDA_01

	Addenda
	ADDENDA_17  Consultant name can be added to end ADDENDA_01_BBC

	RFI
	RFI_01 thru RFI_99 Consultant name can be added to end RFI_01_BBC

	RFQ
	RFQ_01 thru RFQ_99 Consultant name can be added to end RFQ_01_BBC

	RFQ Addenda
	RFQ_ADDENDA_01 Consultant name can be added to end RFQ_ADDENDA_01_BBC

	Consultant RFP
	RFP_Design

	Consultant RFP Proposal
	RFP_Design_Proposal_BBC

 

	Consultant RFP Evaluation Summary
	RFP_Design_Evaluation_Summary

 

	Consultant RFP Evaluation Score Sheets
	RFP_Design_Evaluation_Score_Sheets

 

	Consultant RFP Non Award Letters
	RFP_Design-NonAward_Letter_BBC

 

	Certification Forms when w/RFP
	RFP_Design_Certification_Executed

 

	Certification Forms when no RFP
	BSA_Design_45576_Certification_Executed

 

	Dates
	2012_01_12 

	Email attachment or scan
	Site_visit_2012_01_12  Use a naming strategy that identifies the content. Project number can be included. 

 

	Memo, Letters, Reports
	Sign_in_sheet_2012_01_12   Use a naming strategy that identifies the content. Project number can be included.

	 
	 

	Bundled Projects
	 Each project number will have its own file. File notes will list other project numbers bundled with each other.

	Additional source information
	https://www.rimp.gov.ab.ca/publications/pdf/documentnamingconventions.pdf

	Following these standards will allow for better file searching in the future. 

	Also remember to delete any draft files after the final document has been prepared.


