
April 2022 Brown Bag RMS Training

Submittals-Transmittals

In this RMS Brown Bag Training Session, we will cover the steps needed to enter information for Submittals and 

submission of Transmittals.

It is not meant to convey guidance on best practices, business processes, policies, or regulations that govern contract 

administration or quality assurance actions.

Note: Check with your District for any deviations from this presentation.
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What is the purpose of submittals: 

Submittals are required by the contract to regulate the timely flow of materials to be incorporated into work.

They are necessary to demonstrate that the proposed materials are compliant with the contract. All required 

submittals must be provided by the contractor in time to allow for the review, approval, procurement, delivery, 
and performance of the preparatory phase inspection. 

Submittals are indispensable in assuring and controlling construction quality and must be given the attention required. 

For additional information see: 
CONTRACTOR SUBMITTAL PROCEDURES https://www.publications.usace.army.mil/Portals/76/Publications/EngineerRegulations/ER_415-1-10.pdf

https://www.publications.usace.army.mil/Portals/76/Publications/EngineerRegulations/ER_415-1-10.pdf
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Submittal Classifications 

Submittal Classifications for Design-Bid-Build Method of Delivery:

GA - Government Approved Submittals. Government approval is required for submittals that are critical to ensure 

that the government receives the quality specified in the contract include but not limited to: extensions of design, 

critical materials, variations, Government required plans, Schedules, O&M (Operations & Maintenance) Manuals, 
As-Built Drawings

FIO - For Information Only Submittals. All submittals that do not require Government approval.  Examples of FIO 
submittals include catalog cuts, shop drawings that are not extension of designs, shop drawings that do not contain 

variations from the contract, material samples for non-critical materials such as sheet metal accessories, or 
equipment such as small motors. 
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Submittal Classifications 

Submittal Classifications for Design-Build Method of Delivery:

DA - Designer of Record Approved Submittals. Contractor is responsible for design integrity accomplished 

through the contractor's DOR. DOR approval is required for all extensions of design; critical materials; any 

deviations from the solicitation, the accepted proposal, or the completed design; equipment that must be 
checked for its required compatibility with the entire system; and other items designated by the Contracting 

Officer to require Designer of Record approval.

CR Conformance Review Submittals. The Government will review DOR design submittals for conformance 

with the technical requirements of the Request for Proposal (RFP) and the accepted contractor proposal 
which together form the contract.

GA Government Approved Submittals. The Government will identify all GA designated submittals in 

the Request for Proposal (RFP). Government approved submittals should be limited to those items 

specifically identified as Government Approved (GA) in the RFP.
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Submittal Classifications 

Submittal Classifications for Design-Build Method of Delivery:

DACR - Designer of Record Approval and Conformance Review (DACR) Submittals. Submittals that propose a 

variation from the accepted design, but not to the contract, require both Designer of Record Approval (DA) and 

completion of a Government Conformance Review (CR). The required review sequence is that the DOR approval of 
DA/CR submittals must be accomplished first, followed by completion of a Government conformance review (CR).

- Designer of Record and Government Approval (DA/GA) Submittals. All submittals that propose a variation from the 

accepted design that also represents a deviation from the contract (Request For Proposal and accepted proposal) 

first require the DOR approval (DA) followed by Government approval (GA).

- For Information Only (FIO) Submittals. All submittals not requiring Designer of Record Approval (DA), or 
Government Approval (GA) will be classified as "For Information Only" (FIO).
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Submittal Identifications   

Typical submittals are categorized into the following submittal identifications (SD): 

SD-01 Preconstruction Submittals: submittals that are required prior to or commencing with the start of work

GA: 30 calendar days of contract award unless specified elsewhere in the specifications. 

DA: 45 calendar days of contract award unless specified elsewhere in the specifications

SD-02 Shop Drawings 

Drawings, diagrams and schedules specifically prepared to illustrate portions of the work.

SD-03 Product Data 
Catalog cuts, illustrations, schedules, diagrams, performance charts, instructions and brochures 

illustrating size, physical appearance and other characteristics of materials, systems or equipment 

for some portion of the work. Samples of warranty language when the contract requires extended 

product warranties.

SD-04 Samples 

Fabricated or unfabricated physical examples of materials, equipment or workmanship that 

illustrate functional and aesthetic characteristics of a material or product and establish standards by

which the work can be judged.
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Submittal Identifications   

Typical submittals are categorized into the following submittal identifications (SD):

SD-05 Design Data

Design calculations, mix designs, analyses or other data pertaining to a part of work.

SD-06 Test Reports

Report signed by authorized official of testing laboratory that a material, product or system 

identical to the material, product or system to be provided has been tested in accord with specified

requirements.

SD-07 Certificates

Statements printed on the manufacturer's letterhead and signed by responsible officials of 

manufacturer of product, system or material attesting that the product, system, or material meets 

specification requirements.

SD-08 Manufacturer’s Instructions

Preprinted material describing installation of a product, system or material, including special 

notices and MSDS concerning impedances, hazards and safety precautions.
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Submittal Identifications   

Typical submittals are categorized into the following submittal identifications (SD):

SD-09 Manufacturer’s Field Reports

Documentation of the testing and verification actions taken by manufacturer's representative at the 

job site to confirm compliance with manufacturer's standards or instructions.

SD-10 Operation and Maintenance Data

Data provided by the manufacturer, or the system provider, including manufacturer's help and 

product line documentation, necessary to maintain and install equipment, for operating and 

maintenance use by facility personnel.

SD-11 Closeout Submittals

Special requirements necessary to properly close out a construction contract. For example, Record 

Drawings and as-built drawings. Also, submittal requirements necessary to properly close out a major 

phase of construction on a multi-phase contract.



RMS 3.0 GM Contract Menu Screen
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RMS 3.0 GM Contract Menu Screen
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Submittal Specification Sections
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▪ Specification Section module utilizes the 
1995, 2004 and 2014 Library formats to 
build the submittal registers. Check 
contract documents for required version of 
MasterFormat.

▪ CSI MasterFormat® is a master list of 
numbers and titles classified by work 
results or construction practices, used 
throughout the North American 
construction industry to organize project 
manuals, detailed cost information, and 
relate drawing notations to specifications.
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Submittal Specification Sections

• Contractor and Government can click 
Add to select a Specification Section 
from the library you chose in the 
Specification Section module;

• Select the Item Number to be assigned; 
Click OK
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Submittal Specification Sections (Manually)

• Contractor and Government can click Add
to manually add a new Specification Section

• Type in a Section Number and Section 
Name.

• Consult District Administrator about entering 
manual submittals
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Submittal Register
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Submittal Register
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• RMS allows for multiple submittal registers. Submittal Registers 
added under Contract Setup – Submittals /Scheduled Consult 
with District Administrator

• “All Items” box is used to show All submittals items

• Each of these boxes can be used to sort the 
submittals
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Entering Submittal Item

• To add a new Submittal Item, Click on 
Add,

• Then select the section to add the new 
submittal item.

• Then select Next
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Entering Submittal Item

• Enter in the Submittal Description

• Select which Activity the submittal is 
required

• Contract paragraph or Drawing (if 
required) can also be entered

• Lag/Lead days, Procurement Period 
can also be entered – these will 
need to be verified with the schedule

• Days to review are entered under 
Contract Setup but can be changed, 
refer to specifications for review 
days
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Entering Submittal Item

• Enter the Submittal Classification

• Enter Submittal Type

18
Submittals-Transmittals         4/2022



Entering Submittal Item

• Enter the Primary Government 
Reviewer – normally this the COR/QAR 
assigned to the contact

• Enter in additional reviewers, normally 
would be from the Technical support 
branch or Engineering.  To add select 
the plus icon.

• Mutiple reviewers can be selected.

• To remove a reviewer, select the 
Remove icon. 

• When complete, select Back

19
Submittals-Transmittals         4/2022



Processing Transmittal

• Government representative will click Pending 

Gov Receipt blue tile; and enter Date 

Received by Government for transmittal.

• First, go into each transmittal and click 

Attachments to view the submittal data

the Contractor submitted. If acceptable, click 

Accept Package.

• Go to either the Contractors main Document 

Package or the Shared Document Package

folder to see if the Contractor signed the ENG

4025. If ENG 4025 is not signed, instruct 

Contractor in Gov Review Notes to sign and 

return; then click Return for Corrections.

• If ENG 4025 is signed, proceed with entering 

QA code(s) in main Transmittal screen and 

enter Government Remarks to Contractor.
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Processing Transmittal

• Depending on District Policy the Contact may 
use the Contractor Document Package 

• Or the Shared Document Package

21
Submittals-Transmittals         4/2022

NOTE: If Contractor is missing submittal data,

1. Enter comments in Government Review Notes to explain 

what data Contractor should re-send

2. Click Return to Contractor for Corrections in Document 

Packages folder (if changes need to be made to the 

document package) and

3. Then Return for Corrections in main Transmittal screen;

(NOTE: Don’t enter Date Sent to Contractor when you send 

back to Contractor). Contractor will resubmit revised data 

either in a new Document Packages folder or the old one 

depending on #2.



Processing Transmittal

▪ Review/Add primary/secondary remarks to 
Contractor

▪ Add QA Code and Click Apply QA Codes and 
Sign 4025

▪ Enter Date Sent to Contractor; and Government 
Remarks Report will automatically be added to 
main Contractor Document Packages folder.

▪ For a walkthrough of the transmittals 
process See Video: Updated Transmittal Process 
(GOV - Apr 2021) – YouTube for a video walkthrough
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https://youtu.be/4hwuW-P3oG8?t=94


Alternative Submittal Input
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▪ Other than direct manual entry into RMS, there 
are two additional methods to load submittals into 
RMS. 

▪ Both can be found under Import/Export

▪ Import Submittals  - uses an excel template file to 
bring in submittals as a CSV file

▪ Import SpecsIntact – uses a file generated from 
SpecIntact to bring in submittals  and a TXT file.



Alternative Submittal Input – Import Submittals
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▪ Users MUST use the provided template.  

▪ RMS will not read the file if there have been any 
alterations to the columns. 

▪ As with direct entry, the template can be used to 
add to multiple registers. 

▪ This template will update: 
▪ Submittals sections
▪ Item Numbers
▪ Descriptions
▪ Paragraphs
▪ Types

▪ Additional direct entry required to complete 
submittal

▪ Using this template, submittals can be merged 
with existing entries or can overwrite entries. 



Alternative Submittal Input – Import Submittals
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▪ Example of file as shown in Excel. 

▪ Data must be entered on Columns A, B & C, or 
RMS will not complete the import. 

▪ Column D thru O must have “X” for RMS to 
import the Submittal Type, Classification and 
Reviewing Office. 

▪ Can be entered in RMS after import. 

▪ Must be saved as CSV( MS DOS).csv file 



Alternative Submittal Input – Import Submittals
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▪ Overwrite Existing Submittals will remove all 
submittals and transmittals.  

▪ This will create problems if transmittals have  
already be reviewed.



Alternative Submittal Input – Import SpecIntact
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▪ SpecsIntact is an automated system for preparing 
standardized facility construction specification. 

▪ SpecsIntact was initially developed by the 
National Aeronautics and Space Administration 
(NASA). 

▪ The U.S. Corps of Engineers (USACE) and the 
Naval Facilities Engineering Command 
(NAVFAC) have also adopted SpecsIntact as 
their standard specifications processing system

▪ For further assistance see 
https://specsintact.ksc.nasa.gov/Index.shtml

https://specsintact.ksc.nasa.gov/Index.shtml


Alternative Submittal Input – Import SpecIntact
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▪ To add SpecIntact files click on Add

▪ Navigate to file location and select .txt file related 
to the contract and select Open



Alternative Submittal Input – Import SpecIntact
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▪ The data from the SpecIntact file can be 
merged  to the Submittal Register or replace 
the existing register. 



Alternative Submittal Input – Import SpecIntact
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▪ The display tabs can be used to view the 
data contained within the SpecsIntact file



Alternative Submittal Input – Import SpecIntact
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▪ The display tabs can be used to view the 
data contained within the SpecsIntact file



QUESTIONS?

Questions??
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