H YOUR COMPANY ADDRESS PHONE - LICENSE NO.
Submittal log
Every product data sheet, shop drawing and sample owed — numbered, dated and statused
PROJECT CONTRACT / PREPARED BY STATUS
Status date - review period
Not submitted
Submitted (in review)
Approved / as noted
Revise / rejected
NEED
SPEC ON SUBMIT
# SECTION DESCRIPTION TYPE REV SUBMITTED RETURNED DAYS IN REVIEW REVIEWER SITE LEAD (DAYS) BY

Submit by = need-on-site date - lead time - review period. One row per submittal and a new row for each revision. Status: Not Submitted = Submitted = Approved / Approved as Noted (install to the markups) / Revise and Resubmit / Rejected. Days in review counts from the submitted

date to the returned date, or to the status date while it sits with the reviewer.

General-purpose form, not legal advice. Your specification (usually Division 01 — Submittal Procedures) sets the numbering, the review period, resubmittal rules and what a reviewer stamp does and does not approve. Follow it, and keep the returned copy with the transmittal.
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YOUR COMPANY

Submittal transmittal

ADDRESS PHONE - EMAIL - LICENSE T-

TO PROJECT SUBMITTAL

Submittal no.
Revision

Date sent

Return requested by

SPECIFICATION SECTION SENT VIA —upload to gc portal / email / hand delivered / courier

ACTION REQUESTED

[ For review and approval [ Forinformation [J Resubmittal [J For record / closeout

WE ARE SENDING

[ Product data [ Shop drawings [ Samples [ Mock-up [ Calculations [ Certificates [] 0&M / closeout

SPEC
# COPIES DESCRIPTION OF ITEM SECTION TYPE REV

CONTRACTOR REVIEW

[ Reviewed for conformance with the contract documents [ Field dimensions verified / coordinated [] Deviations from the specification are listed in remarks

REMARKS — why it matters to the schedule, deviations, what you need back and when

REVIEWER ACTION (FOR THE REVIEWER) — stamp, action taken, date returned, comments

Transmitted

Submitted by - your company Received by - general contractor / architect

SIGNATURE SIGNATURE

PRINTED NAME AND TITLE DATE PRINTED NAME AND TITLE DATE

A reviewer’s approval does not relieve the contractor of responsibility for dimensions, quantities, fabrication, coordination with other trades or compliance with the contract documents unless the deviation was
specifically called out and accepted in writing. General-purpose form, not legal advice.
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