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• This area maintains the record of submittals made and the corresponding status. A transmittal may 
contain more than one submittal item. 

• A submittal consists of the Transmittal Form ENG Form 4025-R (ENG 4025) identifying submittal 
items and their supporting documents. 

• Transmittals also aid in the generation of the digitally signed ENG 4025 form by both the 
Government and the Contractor.

• The Submittal Register and Specification Sections for the contract must be set up before submittals 
can be created and then combined into like types for transmittals that are sent to the Government. 

SUBMITTALS  
TRANSMITTAL LOG
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• If any information is incorrect or missing from the submittal item, once the transmittal has been 
submitted to the Government the fields (seen below) can no longer be edited. This may cause 
issues if the Contractor needs to have due dates based on activity schedule and no activity is 
linked. 

• To avoid these issues, ensure that all information has been added to the submittal item and that 
information follows contract requirements and standards BEFORE submitting the item to the 
Government. 

CREATING A TRANSMITTAL (CM)

• For a full breakdown of 
the fields in this screen 
see Add Submittal Items: 
GM/CM. 

https://www.youtube.com/watch?v=pv42OofNNqU&t=8005s
https://www.youtube.com/watch?v=pv42OofNNqU&t=8005s
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• Transmittals are usually sent by the Contractor to the Government to deliver submittal items. 
• The first step in this process is the initiation of the Transmittal Form, ENG Form 4025 (ENG 4025). This is the 

transmittal document that identifies the items being submitted.
• If the contract setup allows, clicking on the 

Add button will begin a transmittal. 

CREATING A TRANSMITTAL (CM)

These boxes are used to filter by each 
subset of Transmittal:
• Draft Transmittals
• Pending Government Receipt
• Transmittals in Review
• Pending Contractor 

Acknowledgment
• Completed Transmittals 
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• The Specification Sections with Outstanding Transmittals window will appear when adding a transmittal. 
• Highlight the correct specification section and click Next. 
• Select the correct submittal item and click Next. 

CREATING A TRANSMITTAL (CM)

Check this 
box to see all 
specification 

sections.

Note: If near the end of the project or the required 
specification section has no outstanding transmittals, 
check the All Sections checkbox in the left corner to 
include these sections as well.
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• RMS will provide the next transmittal number under the specification section. Use the default value, 
unless replacing a deleted transmittal number. 

• If the item(s) will be transmitted as a resubmission, RMS will provide the correct Transmittal 
Extension.

• Click Finish.

CREATING A TRANSMITTAL (CM)
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• RMS will populate the Date Prepared date. 
• Enter any comments that may be necessary for this transmittal and are needed on the 4025 in the Contractor 

Remarks to Government field.

CREATING A TRANSMITTAL (CM)

Items can still be added or deleted 
using the buttons provided. 

Enter additional comments/notes to the 
Government here. 

Set Primary Contractor Reviewer.

Check Variation to enable 
the Variation Review 
Period, if applicable.

Add the necessary attachments for 
the submittal item, and if needed, 
add supporting documents to the 
Shared Document Package. 
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• Most importantly, add supporting attachment as needed for the transmittal. 
• Click on the button in the Attachment column to go to the Document Package area for the attached 

submittal(s). 
• Click on Add to add a Document Package and upload documents within, as needed.

CREATING A TRANSMITTAL (CM)
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• One-click options are available to 
complete and submit to the transmittal 
to Government. 

• To submit the transmittal and the ENG 
4025 with digital signatures, click on 
the Create and Digitally Sign 4025 
button. 

• After authentication, the digital 
signature of the logged in User will be 
added to the 4025. The transmittal and 
all associated Document Packages 
(4025 and submittal items) will also be 
submitted to the Government for 
review. 

COMPLETING A TRANSMITTAL (CM)
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• The Manually Attach Signed 4025 button 
is also available for completing transmittals 
without adding digital signatures within 
RMS. 

• After proceeding past the prompt, the local 
file explorer window will be presented to 
find and select the signed ENG 4025 to 
manually attach. 

• Once the document is selected for upload, 
RMS will present a Contractor Staff 
lookup to select the username of the 
person who signed the ENG 4025 outside 
RMS. Use the checkbox at the bottom of 
this screen to type the name instead. 

COMPLETING A TRANSMITTAL (CM)
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• If RMS detects unsigned documents within the transmittal when attempting to complete and submit to the 
Government, a prompt will be provided. Click No to return to the transmittal and add the necessary signatures. 

• The transmittal will move to the Pending Government Receipt tile once submitted.

COMPLETING A TRANSMITTAL (CM)
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• When the Government has completed review and applies a resubmittal QA Code, the transmittal is returned to 
the Pending Contractor Acknowledgement tile. 

• Take note of the QA Code assigned to each item and any comments that may have been entered in the 
Government Remarks to Contractor field. 

• Enter a date in the Contractor Received column to acknowledge receipt of the transmittal. This will move the 
transmittal to Completed Transmittals. 

COMPLETING A TRANSMITTAL (CM)

Note: See Section 8.4.5 Resubmittals 
in the RMS Contractor Mode Manual 
for instruction on resubmittals.
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