3i CONSTRUCTION MANAGEMENT
SUBCONTRACTOR SUBMITTAL CHECKLIST
	Instructions: Complete this checklist before submitting any product data, shop drawings, samples, certifications, or other submittal package to 3i. Incomplete packages may be returned without review.

	Project:
	 
	Subcontractor:
	 

	Spec Section:
	 
	Submittal No.:
	 

	Description:
	 
	Revision:
	 


PRE-SUBMISSION VERIFICATION
	#
	Verification Item
	Check

	1
	Correct project name and project number are identified, correct specification section number and title are identified
	☐

	2
	Applicable drawing, detail, schedule, and room references are included.
	☐

	3
	Exact manufacturer, product name, and product number are clearly marked.
	☐

	4
	Unrelated products, models, sizes, colors, and options are crossed out or removed.
	☐

	5
	Required sizes, dimensions, model numbers, and quantities are identified.
	☐

	6
	Required colors, finishes, patterns, and textures are identified.
	☐

	7
	All required accessories, components, fasteners, and installation materials are included.
	☐

	8
	Installation location and intended use are clearly identified.
	☐

	9
	Product complies with the drawings, specifications, addenda, and approved RFIs.
	☐

	10
	Field conditions and dimensions have been verified where applicable.
	☐

	11
	Adjacent trades and interface requirements have been coordinated.
	☐

	12
	Current manufacturer lead time and required-on-site date have been confirmed.
	☐

	13
	Warranty information is included when required.
	☐

	14
	Required test reports, certifications, listings, and code-compliance documents are included.
	☐

	15
	Shop drawings are project-specific and reflect actual field conditions.
	☐

	16
	Required engineering calculations and drawings are signed and sealed when applicable.
	☐

	17
	Required physical samples, color charts, or finish samples are included or separately delivered.
	☐

	18
	All substitutions, exceptions, and deviations from the contract documents are clearly identified.
	☐

	19
	The subcontractor has reviewed, coordinated, and approved the complete package before submission.
	☐

	20
	The package is complete, legible, current, and organized in the correct sequence.
	☐

	21
	The electronic file is a searchable PDF and is properly named.
	☐

	22
	The submittal is being submitted early enough to allow 3i review, design-team review, resubmittal, procurement, and delivery.
	☐



SUBCONTRACTOR CERTIFICATION
	Prepared By:
	 
	Date:
	 

	Signature:
	 
	Title:
	 

	3i Received By:
	 
	Date Received:
	 



Important: Materials or equipment requiring submittal approval may not be ordered, fabricated, delivered, or installed until written approval is received, unless 3i provides written authorization to proceed at the subcontractor’s risk.
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