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INTEGRATED DESIGN SOLUTIONS

PROJECT MANAGEMENT SERIES

06.26.2020

DOCUMENT ORGANIZATION FOR K-12 PROJECTS
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INTRODUCTION

J: DRIVE ORGANIZATION

TRACKING WORKSHEET

COVER SHEETS
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MANAGING DOCUMENTS FOR MULTIPLE BUILDINGS IS DIFFICULT

HOW DO WE ORGANIZE BASED ON CURRENT STRUCTURE AND PROGRAMS?

• MINIMIZE AND AVOID CHANGES TO THE CURRENT J: DRIVE STRUCTURE

• RECOGNIZE THE TOOLS WE USE (REVIT) TO CREATE DRAWINGS

• WHAT OTHER TOOLS CAN BE USED FOR PROPER PROJECT MANAGEMENT 

• A BID PACKAGE CAN BE SPECIFIC TO ONE BUILDING OR SPREAD ACROSS MULTIPLE

MANAGING PROJECTS FOR A SCHOOL DISTRICT IS DIFFICULT

• A BID PACKAGE/S SHOULD BE FOUND IN ONE LOCATION ON THE J: DRIVE
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J: DRIVE ORGANIZATION
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• ORGANIZES BIM MODELS BY BUILDING

• K-12 DISTRICTS HAVE MULTIPLE BUILDINGS

J: DRIVE STRUCTURE

USING ROMULUS SCHOOLS AS AN EXAMPLE…
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• REVEALS FOLDER CONTAINING CURRENT PROJECT

• NAMED SPECIFICALLY (Bond Year)

• HAS THE PROJECT NUMBER (18214-2020)

J: DRIVE STRUCTURE

SELECTING ONE OF THE BUILDINGS (BARTH)…
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• FOLDERS FOR VARIOUS TASKS (COLLABORATION, 

LIGHTING CALCS, LUMION, ETC…

• DOCUMENTS SETS ORGANIZED BY PHASE (SD, DD, 

REVIEW, BIDS, ETC..)

J: DRIVE STRUCTURE

SELECTING THE SPECIFIC PROJECT…
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• VARIOUS BID PACKAGES ARE VISIBLE

• SHOULD WE ASSUME THESE ARE COMPLETE 

BID PACKAGES? ….. NO!

J: DRIVE STRUCTURE

SELECTING THE DOCUMENT SETS…
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• HALE CREEK ALSO HAS BP3 & BP4 (SAME AS BARTH)

• THIS ORGANIZATION TO REMAIN AS IS WITH A 

SLIGHT ADJUSTMENT

• TEAM MEMBERS FROM EACH DISCIPLINE WILL 

CONTINUE TO PLACE FILES HERE (NO CHANGE)

J: DRIVE STRUCTURE

SELECTING THE DOCUMENT SETS…
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• EACH DISCIPLINES FILES ARE FOUND (A, M, E)

• NO EXCESS FOLDERS TO DESIGNATE DISCIPLINES

❖ FILE NAMING NEEDS STRICT CONVENTION

JOB #_BID PACK #_BLDG NAME_DEPT.

J: DRIVE STRUCTURE

SELECTING THE BID PACKAGE (BP4)…
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COMPILING THE BID PACKAGE (BP4)…

• NEXT STEP IS TYPICALLY FOR THE PROJECT 

ARCHITECT OR PROJECT MANAGERS

• COMPILE THE INDIVIDUAL DEPT FILES INTO ONE BID 

PACKAGE (THIS EXERCISE COULD BE DELEGATED 

TO OTHER TEAM MEMBER BY PA OR PM)

J: DRIVE STRUCTURE

TO BE PLACED IN 

NEW FOLDER
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• A NEW FOLDER CREATED “X Bid Packages - Compiled”

• THE ‘X’ DESIGNATION PLACES THE FOLDER AT THE 

BOTTOM OF THE LIST OF BUILDINGS

• WITHIN THE FOLDER THE INDIVIDUAL BID PACKAGES 

ARE LISTED

❖ FILE NAMING NEEDS STRICT CONVENTION

BID PACK #_PROJECT NUMBER

J: DRIVE STRUCTURE 

SELECTING THE CLIENT FOLDER…

THE MODIFICATION TO… 
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• FOLDERS THAT ATTEMPT TO ORGANIZE 

DOCUMENTS BY YEAR ARE NOT HELPFUL

• FOLDERS THAT ARE CALLED “MULTIPLE BLDGS” 

SHOULD NOT BE USED FOR ORGANIZING BID 

PACKAGES

J: DRIVE STRUCTURE 

SELECTING THE CLIENT FOLDER…
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• THE SAME SEVEN (01- 07) FOLDERS ARE LISTED AS 

WHAT IS SEEN WITHIN EACH BUILDING

• THIS PROVIDES A DIRECT AND SINGULAR LOCATION 

TO FIND DRAWINGS

• THIS WILL PROVE VITAL DURING CONSTRUCTION 

ADMINISTRATION PHASE

J: DRIVE STRUCTURE 

SELECTING X BID PACKAGES - COMPILED FOLDER…
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J: DRIVE STRUCTURE 

SELECTING THE BP4 FOLDER…

• COMPLETE SETS FOR THE BID PACKAGE ARE IN 

ONE FOLDER

• NOTICE STILL INDIVIDUALIZED BY BUILDING

• REVIT COVER/SHEET INDEX CREATION WARRANTS 

BID PACKAGE TO REMAIN SEPARATED BY BUILDING

• ADD COMPILED PDF VOLUME OF SPECS 

❖ FILE NAMING NEEDS STRICT CONVENTION

JOB #_BID PACK #_BLDG NAME_DATE
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TRACKING WORKSHEET
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HOW DO WE TRACK ALL THE BID PACKAGES AND COORDINATE 

WITH THE CONSTRUCTION MANAGEMENT TEAM?

• CM TEAM TYPICALLY HAS THEIR OWN JOB NUMBER 

• PERMIT REVIEWS (BFS/BCC) HAVE YET ANOTHER NUMBER

• NEED A TOOL TO CORRELATE THE BID PACKAGE NUMBER 

WITH A DESCRIPTION OF THE WORK
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TRACKING WORKSHEET

• A BUSY DOCUMENT, HOWEVER A VITAL 

COMPONENT TO K-12 PROJECT MANAGEMENT 

• LET’S ENLARGE AND REVIEW WHAT IS HERE 

AND WHY
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TRACKING WORKSHEET

• A BUSY DOCUMENT, HOWEVER A VITAL 

COMPONENT TO K-12 PROJECT MANAGEMENT 

• LET’S ENLARGE AND REVIEW WHAT IS HERE 

AND WHY

LET’S TAKE A CLOSER LOOK…
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• BID PACKAGE NUMBER & PROJECT NUMBERS LISTED

• COORDINATES IDS WITH CM/GC

• TRACKS AHJ REVIEWS
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• TRACKS COUNTY AND LOCAL TOWNSHIP/CITY/VILLAGE PERMITTING

• DOES THE PROJECT HAVE A CAFETERIA?
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SELECTING THE BP4 FOLDER…

• BID PACKAGE NUMBERS MATCHES J: DRIVE AND 

TRACKING WORKSHEET

TRACKING WORKSHEET
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COVER SHEETS
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• COVER SHEET TITLE OF PROJECT MATCHES 

TRACKING WORKSHEET

COVER SHEETS
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COVER SHEETS

• BID PACKAGE NUMBER IS LISTED IN THE 

TITLE BLOCK OF EACH SHEET

• PROJECT NUMBER ON SHEET IS CORRECT 

PER THE TRACKING DOCUMENT



27
06.26.2020

QUESTIONS

Q: Where do I find the tracking worksheet? 

A: Open Microsoft Excel… File > New > Shared > Project Tracking
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THANK YOU


