QC CHECKING OF CADD FILES FOR SUCCESSFUL BIDDER’S SET
The following step should be completed on every project.
· The Successful Bidder’s Set shall contain only the latest drawings (amended drawings) all triangles and bubbles shall be removed from amended drawings.  The Sequence number shall remain pointed up on amended drawings.

· Delete unnecessary files from project/discipline directories.

The following steps should be completed each design file.
· Verify file is named correctly for project. The only exception is mapping, which may have the base name without any project code. Discipline specific directories should only contain sheet files for contract drawings. 

· Reference files:

· All reference files are stored in the project root directory.

· Delete unnecessary reference files. 

· Delete any reference files referenced from outside the project directory.

· SHEET FILES
· Delete elements outside of border.

· View should fit entire window, 

· View shall match exactly the stamped and signed hard copy.  Detach all unused levels and be certain that all the correct layers/levels are turned on or off to match the stamped and signed hard copy.
· View file from front view. File should appear as a single line (one elevation) unless it contains mapping done at true elevation.
· All required data fields are complete and match architectural sheets for font type, size, etc. These include:

· File name

· Plot scale

· Plot date

· DACA#

· Design team names (where applicable)

· Section (or Branch) title for “CHIEF” signature

· Title block

· Sheet/Plate number

· Sequence number (where applicable)

· Graphic scale

· Sheet titles should match EXACTLY with the name listed on the INDEX OF DRAWINGS. Verify sequence numbers with the INDEX also. 

· Check for A/E/C CADD level compliance by viewing each level separately.

· Set line weights to ON.  If AutoCad attached color table.
· FIT VIEW > ALL in preparation for final save. 

· COMPRESS or PURGE file.

· Save settings. 
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