
The University of Arizona 
Manual of Design and Specification Standards  
 
 

1 Page B9-1  06/08 

TAB B-9 
 

RECORD DRAWINGS 
 
 
Project record drawings and shall be prepared for all University of Arizona projects.  The concept “Record 
Drawings” shall replace what has previously been called “As-Builts”. 
 
During construction the Contractor shall maintain a clean set of project drawings to record all as-built and record 
information. This information shall be kept current and in accordance with the requirements of Division 01300.  The 
UA may additionally require that every month, as a condition for progress payment, the Contractor shall print a set 
of bluelines for review and to insure that the as-builts are being maintained and the updated information is 
accurate, clear and legible. 
 
At the end of construction the Contractor will give to the Architect/Engineer the updated mylars or the marked up 
original as-built drawings with each sheet clearly stamped “as-built,” signed and dated. The Consultant will then 
transfer this information to a new set of reproducible mylars.  In addition the Consultant will incorporate any other 
revised information provided during the course of construction. (RFI’s, ASI’s, RFP’s etc.) that may be missing from 
the Contractor’s set of drawings. 
 
Whenever possible changes should be incorporated into the drawings by striking through the original information, 
entering the new information, referencing the change to the initiating document and flagging/keynoting the revision 
to "Record Drawings”. It is also desirable to include a brief description of the nature of the change when 
appropriate (i.e., waterproofing added, outlets revised, etc.). 
 
Where the original drawings were produced using AutoCADD the record drawings should also be produced in 
AutoCADD. Coordinate with UA project manager/facilities project manager for specific formatting requirements of 
electronic files. 
 
It is realized that Record Drawings produced with AutoCADD will not be sealed as the original construction 
documents were. 
 
Every drawing sheet shall contain somewhere a large (3/4” x 2”) block stating “RECORD DRAWINGS” and the 
submittal date.  In addition, the revision title block listing shall show as its last entry the date of the record drawing 
submittal and referenced accordingly.  The date for every sheet within the complete set shall be the same. 
 
Where contractor furnished shop drawings would be of value for the archival record drawings, they shall be pasted 
up on a blank title block sheet and/or scanned into an AutoCADD file. Examples of beneficial drawings are fire 
sprinkler, fire alarm, telecom, EMCS shop drawings and mechanical coordination drawings. These additional 
sheets can be reduced to facilitate posting on the standard title block sheet.  Place a prominent note indicating the 
origin of the drawing.  Create an appropriate sheet numbering scheme and update the drawing index accordingly. 
 
Completed Record Drawing mylars (or paper copies) and electronic drawing files in both Auto CADD and pdf 
formats are then forwarded to FDC for archiving.  A set of drawing copies and/or a copy of the electronic drawing 
files are sent to FM Engineering for their use and reference.  
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TAB B-10

VARIANCE PROCEDURE

It is realized that there will be project specific instances where a variance to the specification standards contained
with in Tab E of the UA DSS Manual may be desired and/or warranted.  Any party to a project may initiate a
variance by completing a Request for Variance form and submitting it to the Project Manager for consideration. 
The process for evaluating the variance item is prescribed by the following flow chart. Variances are only
considered on a case by case basis and do not constitute a wholesale revision to the DSS Manual.
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MANUAL OF DESIGN AND SPECIFICATION STANDARDS 
REQUEST FOR VARIANCE 

 
Introduction: 
 

The University of Arizona desires to utilize the Design and Specification Standards without 
exception or variance.  Special conditions may arise, however, where a variance is needed or 
justified.  No variance from Design and Specification Standards will be allowed without prior 
approval indicated on a Request for Variance Form. 

 
Instructions: 
 

1.  Complete form in type written text or legible hand printing in black ink. 
2.  Be sure to include your name, department or firm and telephone number. 
3.  Provide as much justification for request as possible.  Attach additional sheets if necessary and 

reference them on this form. 
4.  Please limit requests to one item or subject per form. 
5.  Deliver or fax completed form to the FDC Project Manager. 

 
Date:  ____________________________ 
 
From:  ____________________________   Telephone:  ____________________ 
            ____________________________   Fax No.    :  ____________________ 
     
Please consider the following variance from the Manual of Design and Specification Standards.   
Project Name:  _____________________________________    Project No.:  _____________________ 
Section Number Reference:  _______________________________ 
 
Variance Requested (attach additional sheets if necessary):  
____________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
Reason or Justification for Variance (attach additional sheets if necessary):  _______________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
 
This Request for Variance is _________  Approved    __________  Not Approved. 
 
Reasoning:  __________________________________________________________________________ 
 
By:  __________________________________________    Date:  ___________________ 
                Facilities Design and Construction 
 
Distribution:  ___________________   ___________________ 
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SURFACE WATER PROCEDURES 
 
1. Prior to Retaining the Design Professional: 
 
Depending on the nature of the project and site, an independent surface water study (as a precursor to the 
surface Water Report described below) may be required and completed prior to the start of the project for the 
purpose of understanding site issues, budgeting, or other needs.  
 
2. Project Design Process: 
 
The Design Professional’s scope of work will require compliance with the surface water standards found in TAB-C 
and TAB-E of this Manual of Design & Specification Standards. As a result of project specific design guidelines 
identified in the independent surface water study above, surface water requirements may be developed which call 
for unique surface water features or other special requirements. The University of Arizona Surface Water Working 
Group will be available to review these standards and guidelines with the Design Professional.  
 
The project design should be informed by the most current university comprehensive campus drainage study, 
project specific site development guidelines, The University of Arizona Manual of Design and Specification 
Standards, site soils tests, and other regulatory considerations. These resources shall guide the preparation of a 
Surface Water Report and design solutions, as required in the project scope of work and described in #3 below. 
The University of Arizona Surface Water Working Group is available to the Design Professional throughout the 
project to discuss and provide guidance on detailed surface water design solutions. 
 
The Design Professional is responsible for insuring that all applicable sub-consultants understand the studies, 
plan sets, details, and specifications each sub-consultant will need to prepare in order to meet these standards. 
Sub-consultant fees should appropriately reflect the work necessary to meet these standards. 
 
During the first design stage where site development concepts are being investigated there should be a 
demonstration of how existing drainage impacts the site along with conceptual options for how surface water may 
become an integral part of the project design. At each subsequent plan review phase the submittal set shall 
include designed surface water elements which are responsive to the Concepts and Mitigation section of the 
Surface Water Report described below and are developed to a level of design commensurate with the rest of the 
project. 
 
Appropriate soils tests will be completed as early in the design process as possible to inform the final surface 
water design solutions. These tests shall include measures needed to understand the suitability of the soil for the 
infiltration needed for retention/detention, in addition to structural and other characteristics.  
 
3. Surface Water Report 
 
During the first design stage where site development concepts are being investigated, a draft Surface Water 
Report will be prepared by the Design Professional. The report will have two main components: an Existing 
Conditions Analysis section, and a Concepts and Mitigation section.  
 

Existing Conditions Analysis: this report section analyzes and documents existing surface water 
conditions on the project site. The form and methods used for this report should conform in general to 
City of Tucson standards, e.g., use the format of the City’s "Standards Manual for Drainage Design and 
Floodplain Management in Tucson" to create a Drainage Statement, Hydrology Report, or a Drainage 
Report. Technical analyses shall be built on the University’s most recent Comprehensive Campus 
Drainage Study hydrology model.  

 
Concepts and Mitigation:  each subsequent draft of this report section should include increasing 
specificity and technical documentation on proposed surface water features and mitigation which emerge 
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from the initial vision/concepts. This report section shall include, at a minimum, the following two 
elements: 
 
• Surface water vision and concepts for the project, presented in narrative and  

graphic form, conveying how surface water may be incorporated in the project design. Evaluation 
of required, recommended, and anticipated surface water features shall be included, along with 
topics such as defining finished floor elevations relative to flood levels and evaluating other 
surface water sources in the vicinity for potential use within the project site. The final Report shall 
include a water budget for the proposed landscape, including an analysis of water sources 
available to meet the budget. Proposed concepts and features shall come from a collaborative 
process involving all applicable team members. At a minimum this should include the project’s 
Landscape Architect, Civil Engineer, and the Project Architect. 
   

• Assessment of anticipated surface water impacts of the project on the 
surrounding area (the site proper and at least ¼ mile beyond the site limits) and likely mitigation 
needed. Maps should indicate how the site/project interfaces with its own and adjacent 
watersheds.     

 
4. Surface Water Report Submittals 
 
Each draft of the Surface Water Report will be reviewed by departments represented on the University of Arizona 
Surface Water Working Group. Another copy will be provided to the University of Arizona for transmittal to the City 
of Tucson stormwater section staff for their review. This is considered a courtesy review, although upon 
evaluation of City of Tucson comments, the University of Arizona may request such comments be incorporated 
into the design plans. Following is a summary of each report draft: 
 

• First Draft: The first draft of the Surface Water Report shall be included with the project’s first concept 
design submittal.  The surface water conditions, concepts, features, and mitigation described within the 
report are to be included in the presentation to PADRAC. All subsequent PADRAC project presentations 
and submittal sets shall include these surface water elements developed to a level of design 
commensurate with the rest of the project. 

 
• Second Draft: A second draft of the Surface Water Report shall be due with the schematic design 

submittal set. This draft shall include updated/refined graphic and narrative descriptions of surface water 
concepts, features, and mitigation.  

 
• Final Report: The final version of the Surface Water Report shall be submitted with the construction 

document submittal and will include updated modeling and analysis of designed features and mitigation. 
An executive summary is to be provided which includes, among other information, a statement from the 
project Civil Engineer noting in both technical and layman’s terms ways in which the project design varies 
from and/or meets City of Tucson standards. 
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