
DULUTH ONLY - CONSTRUCTION DOCUMENT DISTRIBUTION MATRIX
(for projects in Duluth)

-Reviewers and/or A/E’s with a Tririga license should use the Triiga Plan Review business process to implement and collect comments. 

-Drawings can be viewed in Tririga, hard copy, or alternative electronic format (.pdf) depending on reviewers predetermined needs.
Capital Project Management PM or PC:

· The Project Manager/ Project Coordinator (PM/PC) shall work with the A/E to edit Construction Document Distribution Matrix for each project phase.

· The A/E (PM/PC if the A/E does not have Tririga license) shall upload the project documents into Tririga in the appropriate folder at the end of each phase.  Files must be named with Sheet Number and Sheet Title.  Tririga folder structure to be set up by the PM/PC. 
· The PM/PC shall send an e-mail to all document recipients stating anticipated date of document distribution. This communication should also indicate that review comments are expected to be completed and sent back to the PM/PC in no more than 2 weeks.

· The PM/PC must attach the CPM review comment Excel spreadsheet (located on the CPM Intranet) and instruct reviewers to include their comments on that sheet in the appropriate section.  
· The PM/PC shall set a meeting with the A/E, (all necessary design disciplines shall attend) appropriate District maintenance personnel and any other personnel on the University list to review the design intent for the project as well as the design documents. The A/E shall document all relevant questions and comments for formal response. This meeting shall be in addition to the individual review discussed as part of this process.   

· Upon receipt of the various review comments the PM/PC will consolidate all comments on one Excel spreadsheet and upload into Tririga.

· The consolidated comments spreadsheet for each phase shall be sent to the A/E for formal written response. 

· The formal written response shall be uploaded into Tririga and sent via e-mail to all reviewers.

A/E:

· The A/E (PM/PC if the A/E does not have Tririga license) shall upload the project documents into Tririga in the appropriate folder at the end of each phase.  Files must be named with Sheet Number and Sheet Title.  Tririga folder structure to be set up by the University PM/PC. 
· All university departments shall receive hard copy documents in the quantities noted, or be included in Tririga plan review as detailed below. A transmittal shall be sent with each set of documents distributed. Note the University project manager, project name/number, and project phase (schematic, design development, etc.) on every transmittal.   

· The A/E shall provide and distribute the documents as noted on the following chart, and shall also provide drawings and documents in AutoCAD format electronically on a CD-ROM to John Cook in Engineering Records/Facilities Management (SB03 Donhowe Building). 

· The A/E shall send copies of all transmittals to the University Project Manager.  
· Respond to all review comments on an Excel spreadsheet provided by University PM/PC.
 (Number of Copies by Phase)

	University of Minnesota Departments Document Distribution
	Feasibility Study
	Site Surveys, etc.
	Phase I and II Environmental Studies, Contingency Action Plans, etc.
	Program/Predesign
	Schematic Design


	Design Development
	Pre-Bid Review Contract Documents
	Contract Documents as Issued for Bid
	Addendum

	   Construction 

   Meeting Minutes
	   RFI’s, CCD’s, ASIs, etc.
	   Shop Drawings
	   O and M Manuals
	   Record Set/As Builts

	Building Code Official, James Hilgendorf, Building Code Division, 270 Donhowe Building, 
319-15th Avenue S.E., Minneapolis, MN 55455; Phone: (612) 625-6845, Fax: (612) 625-6667, 
email: jhilgend@umn.edu 

(Note: Contract documents and addendum must be signed sets for the Building Code Official)
	
	
	
	
	
	
	
	2
	2
	1
	1
	
	
	

	Engineering Records/Facilities Management, John Cook, Records, SB03 Donhowe Building, 
319-15th Avenue S.E., Minneapolis, MN 55455; Phone: (612) 625-6537, Fax: (612) 625-2595, 
email: cookx075@umn.edu  (Note: Contract documents and addendum must be signed sets for Engineering Records)
	1
	1
	1
	1
	1
	1
	1
	1
	1
	
	
	1
	1
	1

	Commissioning Agent(s)/Special Inspector(s)/Third Party Reviewer(s)

(when directed by project manager)
	
	
	
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	

	Disability Services, Roberta Kehne, University Gateway Center, Suite 180, 200 Oak Street S.E., Minneapolis, MN 55455-2002; Phone: (612) 624-1801, Fax: (612) 626-9654, 
email: rlkehne@umn.edu (Note: P denotes project plans only. Do not send the project manual.) (PDF for smaller projects.)(Full Size hard copy, Architectural ONLY for larger projects – consult with Roberta for definition.) 
	
	
	
	1
	1
	1P
	1P
	1P
	
	
	
	
	
	

	Environmental Health and Safety, Janet Dalgleish, W-131 Boynton Health Service, 
410 Church Street S.E., Minneapolis, MN 55455; Phone: (612) 626-7095, Fax: (612) 624-1949, 
email: dalgl006@umn.edu
	
	
	1
	1
	1
	1
	1
	1
	1
	1
	1
	
	
	

	Office for Business and Community Economic Development, Darryl Peal, 136 University Office Plaza, 2221 University Avenue SE, Minneapolis, MN 55455; Phone: (612) 624-0530, Fax: (612) 625-9056, email: dapeal@umn.edu (Note: M denotes project manual only. Do not send project plans.)
	
	
	
	
	
	
	1M
	1M
	1M
	
	
	
	
	

	Office of Classroom Management, 420 Darland Administration Building, 1049 University Drive, Duluth, MN 55812);  (Send only drawing plans related to classroom projects or academic buildings that contain classrooms when directed by the Project Manager.)
	
	
	
	1
	1
	1
	1
	1
	1
	
	
	
	
	

	Office of Information Technology, Chuck Bosell, 386 KPlz, 1208 Kirby Drive Duluth, MN 55812 (when directed by the project manager); Phone: (218) 726-7939, e-mail cbosell@d.umn.edu 
	
	
	
	1
	1
	1
	1
	1
	1
	
	
	
	
	

	Project Manager
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	

	Parking and Transportation Services (when directed by the project manager)
	
	
	
	1
	1
	1
	1
	1
	1
	
	
	
	
	

	Project User (Department Contact)
	1
	
	
	1
	1
	1
	1
	1
	1
	1
	1
	
	
	

	Facilities Management Office – 241 Darland Administration Building att: Engineering Support Services
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	1
	2
	1

	Purchasing, Denis Larson, B15 Donhowe Building, 319 15th Avenue SE, Minneapolis, MN 55455; Phone: (612) 625-5554, Fax: (612) 624-5796
	
	
	
	
	1
	1
	1
	1
	1
	1
	
	
	
	

	CPM Design, Marc Partridge, 400 Donhowe Building, 319 15th Avenue SE, 
Minneapolis, MN 55455; Phone: (612) 626-4359, Fax: (612) 625-0770. E-mail: part019@umn.edu
	
	
	
	
	1
	1
	1
	1
	1
	1
	
	
	
	


End of Appendix MM - Distribution of Drawings and Specifications to the University (for projects in Duluth)
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