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Capital Projects should be reviewed internally by various Emory groups during the following stages:
1. Schematic
1. Design Development 
1. 50% CD
1. 100% CD

Step One – 
Drawings and specifications should be placed in the “Plan Review” room of Building C.  

Step Two – 
An email should be sent to the “Drawing Review Group” located in Outlook (see email below).  This group is made up of members of:

Building Services                                Fire Safety
Campus Planning                                Interiors
Commissioning Representative          Netcom
Core Team (include all members)
Engineering Services                          
Environmental Health and Safety       Security Systems Shops
University Architect
FIMS                                                   Zone Maintenance

Attach to this email one version of the “Drawing Review Form”.  Provide the location of the drawings and a date when comments are due.

In addition: 
Involve Netcom at programming and schematic phase and every phase thereafter.

Step Three – “Page Turn” Meeting– In addition to the above emails, it is beneficial to have a “page turn” drawing review meeting at each drawing phase. This includes the Architects and Engineers to explain the design concept. A member from all of the above groups should attend the portion of the presentation that addresses their particular discipline.  This is the last opportunity to compile internal drawing reviews.  If anyone is unable to attend at the time of the meeting, follow up with an email and include Meeting Minutes.  Request their comments based on minutes.

Step Four – 
Project Manger compiles all comments and forwards them to the Architect for incorporation or comment.  Follow up with individual members of the drawing review group for items not incorporated in the project.



NOTE:       All projects that do not have a mechanical designer of record must go to Manager of Engineering services (Chris Stripling) for his assessment of mechanical design requirements. This includes any project that touches a mechanical system or moves a wall. If Chris isn't here, go to Rob M. or Chris Fox.
