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.00 FILE INDEX/ TEAM BUILDING/ DIRECTORY

.05
.01

A5

.55

.60

PROJECT FILE INDEX

.00A File index and Team Directory
.00B Consuttants Considered
.00C Construction Managers Considered

PROMOTIONAL/ PUBLIC RELATIONS

CONTRACT/ NEGOTIATIONS
.10A  Architect/ Owner

.10B Program Manager

.10C Civil Engineer

.10D  Structural Engineer

.10E MEP Engineer

A0F  interior Designer

.10l Miscellaneous Consultants
.10J  Associate Architect

BILLING / PROJECT FINANCIAL
.15A  WCH Accounting Forms and Reports
.15B Architectural Fee Calculations

.15C Reimbursable Calculations

OWNER FURNISHED INFORMATION
.20A Site Survey

.20B Soils Report

.20C Existing Building Information/ Photos
.20D Owner Fumished Information Log

CODES/ REGULATORY REVIEW

.25A Index of Applicable Codes &Regulatory Agencies
.25B Local

.25C state

.25D Federal

PLANNING CRITERIA AND REPORTS
.30A Programming/ Master Planning

.30B Schematic Design

.30C Design Development

.30D Construction Documents

.30E Room Data Sheets

ESTIMATES/ BUDGETS

.35A  Programming/ Master Planning
.35B Schematic Design

.35C Design Development/ GMP
.35D Construction Documents

PROJECT/ TEAM SCHEDULES

CORRESPONDENCE
A45A Client

.45B  Program Manager
.45C  Civil Engineer

45D  Structural Engineer
45E MEP Engineer

45F  Interior (Outside WCH)
.45G  Contractor/ CM

.45H FPC In-House

.45]  Miscellaneous Consuitants
.45J)  Associate

MEETING NOTES

.50A Client Meetings

.50B User Group

.50C AE/l Team

.50D Construction Meeting Notes

TECHNICAL INFORMATION
.55A Interested Product Vendors
.55B Project ManuaV/ Specifications
.55C Drawings and Details

BIDDING

.B0A Interested Bidders
.60B  Approved Bidders List
.60C Questions from Bidders
.60D Addenda

.B0E Bids/ Tabulation

NNN (Building Code) - NNNN-NNNN (FME Number)
PROJECT NUMBERS TO READ AS EXAMPLE:

529-125-2007-01.45A
.65 CONSTRUCTION ADMINISTRATION

.65A
.65B

.65C
.65D

.65E

.65F
.65G

.65H

Owner/ Contractor/ CM Contract

Contractor Bonds, Insurance Certificates, Notice of
Proceed, Permits, Subcontractor Listings, Etc.
Field Observation Reports and Photos

Contract Administration Logs

.1 Submittais

.2 Proposal Request/ Change Orders

.3 Supplemental Drawings

.4 Requests for Information

Contract Administration Forms

.1 Proposal Request

.2 Change Orders

.3 Request for Information

.4  Architect's Supplemental Instructions
Construction Schedule

Certificates for Payments

.1 Schedule of Values

.2 Contractor's Application

.3 Contractor Monthly Report/ Photos

Test Reports

.1 Soils Testing
.2 Concrete Testing
.3 Structural Steel Testing
.4 Miscellaneous Testing
.65J Project Close-Out Documents
.1 Certificate of Substancial Completion/ Punch List
.2 Warranties
.3 Contractor's Certifications, Affidavits, Lien Releases, Etc.
.70 INTERIOR DESIGN
.70A Site/ Existing Facility Data
.1 Existing Furnishings/ Inventory
.2 Existing Facility Photos
.70B  Estimates/ Budget (All Phase)
.1 Interiors/ Furnishings/ Accessories/ Drapery/ Art
.70C Correspondence
.1 Client
.2 Program Manager(?)
.3 MEP Engineer
.4 Contractor/ CM
5 A
.6 Signage
.7 Furniture (Dealer/ Manufacturer)
.8 Associate
.8 FPC In-house
.10 Miscellaneous Consultant
.70D Meeting Notes
1 Client
.2 Consultants (Architects, Engineers, Art, Signage, Etc)
.70E Product Research
.1 Finish Materials
.2 Furniture
.3 Lighting
4 Fire/ADA- Finishes
.5 Fire/ADA- Furniture
.70F Specifications/ Bidding
.1 Interested Vendors
.2 Fumniture/ Accessories
.3 Window Treatment/ Cubicle Curtains
.4 At/ Specifications
.5 Addenda
.6 Bid Tabulations
.70G Drawing Details
.1 Finish Schedule
.2 Project Details/ Drawings
.70H Purchasing
.1 Quality Take Offs, PO's/ Acknowledgments, Delivery Schedule,
Vendor Info, Status Reports.
.70J  Construction Administration

.1 Field Observations/ Punch Lists
.2 New Construction Photos
.3 Furniture/ Punch List



