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1.1

1.2

2.1
2.1.1

21.2

2.1.3

PURPOSE

The purpose of this procedure is to outline the process for Facility design
and drafting requests at NY CREATES. This will include:

e Drawing development — New drawing development or alterations of
existing drawings.

e Facility drawing and CAD file requests — In support of NY
CREATES personnel and approved vendors completing work for
the Albany NanoTech Complex (ANC).

e Drawing reviews and archival — All facility drawings should be
reviewed for consistency and archived with the proper metadata for
future use.

This procedure applies to all facility documents produced for and owned
by the ANC, including vendor development for the facility accomplished
outside of the NY CREATES organization.

SCOPE

Drawing Development

New Drawing Development

Drawings created by our Facility Design Specialists at NY CREATES.

These drawing are for reference only, and will hold no stamp. Examples
include the ANC site map, building floorplans, site utilities, etc.

Alteration of Existing Drawings

Drawings issued into our system that may need to be updated or altered.
An addition of a new building will result in updating the ANC site map.

Drawing Reviews

Vendor drawings and drawing packages to be reviewed by Facility
Document Control.

Reviews will NOT consist of any technical comments. This review is
strictly to confirm standards are maintained for proper archival.

Printed copies are considered uncontrolled. Verify revision prior to use.
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214 Facility Drawing Archive Services
At the close of a job and when work is completed at ANC, all
documentation of work must be submitted for archival. This includes:

e |ssued paper copies with signatures and stamps
e Application files used in the development
(.dwg, .dxf,.rvt, .pdf, etc.)

2.2 Facility Drawing and CAD File Requests
A NY CREATES sponsor must be attached to all vendor requests for
electronic files and site drawings.

3 DEFINITIONS

3.1 .dwg: The native file format for AutoCAD application drawings.

3.2 As-Built: Updated construction drawings issued after the completion of
the work that represent current conditions.

3.3 CAD: Computer-Aided Design — a software application used to create 2D
and 3D computer-aided drafting designs.

3.4 Checker: Independent peer reviewer of work to confirm accuracy.

3.5 Designer: The person creating or revising the drawing.

3.6 Disciplines: The different systems that coordinate, interact, and integrate
throughout the lifecycle of a building. These include, but are not limited to:
structural, civil, architectural, mechanical, electrical, plumbing, and
communication.

3.7 Facility Drawing: Construction drawings that represent current state of
location or future work approved for construction.

3.8 Final for Construction: Development of initial design is complete.
Drawing(s) are issued with an engineering stamp and work to be
accomplished can start.

3.9 Format: The NY CREATES Title block.

3.10 Mark-Up: A drawing that is marked up with corrections and/or changes for
the purpose of creating a new drawing or changing an existing one.

3.11 MEP: Mechanical, Electrical, and Plumbing disciplines.

Printed copies are considered uncontrolled. Verify revision prior to use.
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3.12

3.13

3.14

4.1

5.1
5.2
5.3

NY CREATES Sponsor: The NY CREATES employee who introduces
and supports the work request. This role is classified as the “ADDITIONAL
APPROVER” on the NY CREATES title block.

Revision: Modifications made to an existing drawing; numbered state of
existing drawing through the revision process, also known as Record
Drawings.

Vendor: Outside contractor(s) hired by NY CREATES to accomplish work.

RESPONSIBILITES
The Project Manager / Project Lead is responsible for:
e Compliance with this procedure.

e Obtaining drawing numbers from Document Control for new project
development.

o Drawing number allocation will be based on the procedure
outlined in FEI-00023 — NY CREATES Vendor Submission
Process and Procedure.

e Coordinating review of documents with Facilities Document Control
during development (30%, 60%, 90%, Final), prior to issuance, to
ensure drawing standards are being met.

e Confirming receipt of all materials involved in site development that
is completed by outside vendors, including hard copy drawings and
design application files (.dwg,.rvt, .dxf,.dwf, etc.).

e All signatures must be present on the first sheet upon issuance
(drawn by, checker, and additional approvals). Signatures signal
the end of development and confirm issuance.

e All drawings produced for ANC shall be submitted to Facility
Document Control for archival and revision maintenance.

ASSOCIATED DOCUMENTS
FEI-00023: NY CREATES Vendor Submission Process and Procedure
FEI-00024-F1: NY CREATES Drawing Request Form

Drawing Formats

Printed copies are considered uncontrolled. Verify revision prior to use.
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6 NY CREATES FORMAT
6.1 Title Block
@NY CREATES e rrejuany
Mpetiny cresteaorg
NOTE: Unless otherwise approved by NY CREATES Facility Document
Control, the standard D-size (24" X 36”) sheet size shall be used for all
issued drawings. The NY CREATES format must be present on every
sheet, with all attributes filled to completion. DO NOT reproduce, alter,
and/or explode the title block.
6.2 Cover Sheet
All projects that encompass multiple disciplines will have a cover sheet. A
cover sheet must include:
¢ Drawing index that lists all drawing numbers in the project with their
coordinated Sheet IDs and sheet descriptions.
e Accurate site map.
e NY CREATES logo and contact information.
e The discipline designator will be classified as “G.”
6.3 Format Sizes
e ANSI A-Size —8.5" X 117
e ANSI B-Size — 11" X 17”
e ARCH C-Size — 18" X 24”
e ARCH D-Size — 24” X 36” (Typical)
e ARCH E-Size — 36" X 48”
e ARCH E1-Size — 30" X “42 (Typical)
Printed copies are considered uncontrolled. Verify revision prior to use.
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7 DRAWING STANDARDS

71 Drawing standards for design are located in FEI-00023. Below is a list of
topics and standards referenced in the procedure:
e Drawings Numbers
e Project Number
e Scale
e Revision Number
e SheetID
e Drawing Title
e Drawn By
e Checker
e Additional Approvals
e Sheet Location
e Reference Drawing Box
e Revision Status of Sheets
e Revision Description Box
e Vendor Block
e External References and imported Images
e Model Space VS Paper Space
e Layering Requirements
e Legibility and Reproducibility
e Legends
e Drawing Scale
e North Arrow
e Blocks, details, hatch patterns
¢ Notes defined
e 3D Model Export
¢ Dimensioning

e Formal Issuance

Printed copies are considered uncontrolled. Verify revision prior to use.
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8 PROCEDURE
A formal request shall be submitted to the facility request email:
FacilityDesignRequest@ny-creates.org
All requests must include a completed CAD development work order form
(FEI-00024-F1).

8.1 Explanation of Form Requirements

e Request Date — the date request is being placed.

e Need Date — requested completion date; this date will be met
based on priority of drafting work in queue.

e Building / Room Location — destination of work at ANC.

e Type of Work Requested — highlights general scope of work.

e Description of Requested Work —detailed description of work
related to the job in question.

¢ New Drawing Numbers Needed — new drawings require new
drawing numbers; is this a new drawing?

e Associated Drawing Numbers — are there existing drawings needed
to complete this job? (Examples of this include base builds, system
drawings, or floorplans.)

e |s Permission Needed to Enter Any Space — is the space a locked
area that requires access? Is this a tenant space that requires
permission to access?

e |s an Escort Needed to Access the Space? — If yes, list contact
information.

8.1.1 Approvals

e Project Lead — the Engineer or Project manager responsible for the
completion of the project.

e Peer Reviewer — an independent peer review of standards and
technical content before issuance.

e Designer — NY CREATES Facility Drafting Specialist who will
complete the work.

Printed copies are considered uncontrolled. Verify revision prior to use.
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