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1.  Abbr eviations  

(refer �²Standard Volume A. Project Process Checklist) 

 

2.  Introduction  

(refer �²Standard Volume A. Project Process Checklist) 

 

3.  Technical  Requirements  

(refer �²Standard Volume A. Project Process Checklist) 

 

This volume must be read in conjunction with 
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3.1.1  Purpose of documentation  
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3.2  Glossary of Terms  

 

3.2.1  Numbering and Naming of facilities  

All campuses/sites, buildings, levels, rooms and spaces where the University of Adelaide have occupancy, or have previously o ccupied, 
must be numbered and named in accordance with this Standard.  
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3.2.6  Unique Room Identifier (Loccode)  

It is critical that the numbering conventions outlined in this Standard are adhered to, because it is from these numbers (Campus Code- 
Building Code - Floor Level Code- Room Number)  �W�K�D�W���D���X�Q�L�T�X�H���L�G�H�Q�W�L�I�L�H�U���R�U���´�/�R�F�F�R�G�H�µ���V�L�P�L�O�D�U���W�R���D���E�D�U���F�R�G�H���L�V���J�H�Q�H�U�D�W�H�G���I�R�U���H�D�F�K���U�R�R�P�� 

example  NT-NT05-04-207 

�7�K�L�V���´�/�R�F�F�R�G�H�µ���L�V���X�V�H�G���W�R���L�G�H�Q�W�L�I�\���W�K�H���U�R�R�P���D�Q�G���L�W�V���D�W�W�U�L�E�X�W�H�V���L�Q���W�K�H���8�R�$��Facilities and Space Management Database and other 
Applications . Room attributes include such things as condition, assets, people, room type, occupancy, capacity, space charging. Tracking of 
these attributes forms the basis for the development of management and maintenance strategies across all infrastructure facilities at the 
University.  

 

3.2.7  Area  

The areas listed below are generally defined by the UoA Method of Measurement  and captured digitally 

https://www.adelaide.edu.au/infrastructure/services/space-management#unispace-reference-material-
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�x Register of documents 

�x and all other supporting documentation  

 

The As Built documentation is an integral part of the Operation and Maintenance Manual (O&M Manuals) produced as part of the post- 
construction documentation set.  

The As Built documentation must be certified as compliant w ith the Standard (this document) as part of the certification process outlined in 
clause 2.4 02 0.30h&the Operatio
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3.3  Appendix  

 

3.3.1  Documentation - Deliverables  

This document outlines the minimum deliverables and requirements all projects need to achieve in order to have Documentation accepted 
by The University of Adelaide . 

 

3.3.2  Documentation �² Deliverable  Timing  

This document outlines the deliverable timing requirements all projects need to achieve in order to have Documentation accepted by The 
University of Adelaide . 

 

3.3.3  Documentation - Document Detail Matrix   
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3.4  Workflow  

How to use the Volume K documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STANDARD:  
UofA Vol K �² 

Documentation  

Start here to understand the 

high level details of what is 

required for documentation  

APPENDIX:  
DOCUMENT 

DETAILS MATRIX  

What are the documents that 

need to be produce for the 

project? (list of common 

documents used for projects) 

APPENDIX:  
DOCUMENT 

DELIVERABLES & 
DELIVERABLES 

TIMING  

What are the key 

elements/deliverables  that need 

to be include in the document? 

APPENDIX:  
DOCUMENT 
LIFECYCLE 

Where a document is used, 

updated and resubmitted 

multiple times, understand the 

workflow process and 

responsibilities.  

DELIVER THE 
DOCUMENT  

Based on the standard, create 

and deliver the document  

REVIEW  

Documents will be reviewed by 

UofA based on the Standard, 

Deliverables and Review 

Checklist 

(non compliant will be returned 

for resubmission) 

ARCHIVE/ FILING  

Final and Approved documents 

will be filed / archived . 



DOCUMENT DELIVERABLES Revision 1.0  

S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - DELIVERABLES.docx   Document Deliverables 

 

Previous issues  

Version Authors Description/ updates Revision Date 
- - - - - 

 

List of revised items  

Version Authors Revised items Date 

1.0 
Matt Schapel, Business Services 
& Improvement, UoA 

New document Oct 2022 
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DOCUMENT REQUIREMENTS 
Transmittals  

Tool 
�x Aconex is to be used for all Document Management for Projects. 
�x Other bulk file transfer application maybe used by only used by negotiation with Project PM 

 
Register 

�x Documents shall have an electronic “Document Transmittal” 
 
 

Document Transmittal





DOCUMENT DELIVERABLES Revision 1.0  

S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - DELIVERABLES.docx 

DOCUMENT REQUIREMENTS 
9.0 
Manuals 

In addition to the “All Documentation” requirements, manuals shall have the following: 
 
template  

�x Created from current UofA template 
 
file type 

�x Searchable PDF version 
 
Identification 

�x Consistent referencing (footers, headers etc) 
�x Content page /Index 
�x Links to sections for easier navigation 
�x Official ‘Project Description’ (consistent across manuals with additional Discipline specific description) 

 
scope 

�x Include all relevant appendices  
�x Include only relevant material or highlight relevant material used/incorporated in project 
�x Include all relevant DRAWINGS – PDF within the document 
�x Include all relevant DRAWINGS – PDF and DRAWINGS  (CAD separate to the document) 
�x Include all relevant Document Registers 

 
10.0 
Specifications 

In addition to the “All Documentation” requirements
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S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - DELIVERABLES 
TIMING_170423.docx 

DOCUMENT DELIVERABLES  

 

Revision log  

Current issue  

K. Documentation - UoA Design Standards – Appendix:   Document Deliverables Timing 

 

Previous issues  

Version Authors Description/ updates Revision Date 
- - - - - 

 

List of revised items  

Version Authors Revised items Date 

1.0 
Matt Schapel, Business 
Services & Improvement, UoA 

New document Oct 2022 
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S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - LIFECYCLE.docx 

DOCUMENT LIFECYCLE 

Description 

This document outlines the lifecycle of documentation need for projects. To be read in conjunction with UofA Standards Vol K and Document 
Deliverables. 

 

Contents 
DOCUMENT LIFECYCLE - HOW TO USE THIS DOCUMENT ................................................................................................. 3 

SPACE DATA – 
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SPACE DATA – ROOM NUMBERING / SPACE DATA COLLECTION 
USE Room Numbering / Space Data Collection 
DETAILS Room/Space Numbering - All rooms, spaces between rooms (for example circulation spaces) and other 

spaces must be numbered and named in accordance with UofA Standards. 
 
Space Data Collection Documentation detailing the Area, Capacity, and Occupancy shall be issued during 
the Project 
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ASSET / EQUIPMENT REGISTER 
USE - 
DETAILS The University maintains Asset and Equipment Registers that record both removed/ demolished items 

and new items.  
�x The existing schedule must be issued by the UoA Project Manager to Consultants at the 

commencement of the project (as required) as a reference. 
�x Amendments to the registers must be proposed as part of the design and documentation 

process by the Consultant. 
�x Allocation of equipment and asset numbers will made by UofA CPFM for inclusion in the 

project documentation. 
�x Refer relevant Volume of the Standard for asset labelling requirements as they relate to the 

various technical disciplines. 
�x Schedules for Asset Register template. Update of the master asset/ equipment registers will be 

made by the UoA based on the post construction documentation package containing the as-
built information. 

 
DOCUMENT DELIVERABLE Registers 

Drawings - PDF 
TEMPLATE Contractors and Consultants web portal 
TEMPLATE FORMAT 
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O&M MANUALS  
USE Operation and Maintenance Manuals for ongoing Facilities Management 







DOCUMENT LIFECYCLE  Revision 1.0  

S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - LIFECYCLE.docx 

ESP – ESSENTIAL SAFETY PROVISION PLANS  
USE ESP (Essential Safety Provisions) – various disciplines  
DETAILS Where ESP documentation has been changed or modified in a project, the ESP will be updated prior to 

Practical Completion.  UofA will be provided with a full set of revised documents.  
 
UofA will update the master ESP documentation (record copy) 
 
ESP documents include: 

�x ESP – Fire 
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STAKEHOLDER SIGNOFF  
USE -  
DETAILS 
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DEPARTURE SCHEDULE  
USE -  
DETAILS In accordance with Volume A Project Process Checklist and parts 1 and 2 of this document, throughout 

the project delivery process, milestone documentation issues must be reviewed and signed off by UoA 
and stakeholders, prior to proceeding to the next phase, or in the case of the final post
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BUILDING EVACUATION PLANS 
USE Critical evacuation plans for building occupants 
DETAILS  
DOCUMENT DELIVERABLE  
TEMPLATE Drawings – PDF 
TEMPLATE FORMAT 
(PROVIDED) 

Contractors template 

RISK  
REFERENCE  
FILING Internal filing – UniSpace-Archives 

 

LIFECYCLE PROCESS 

Phase   Feasibility Phase 

RESPONSIBLITY ACTION RECIPIENT 
Consultants To be completed by CPFM UofA CPFM  
   

 

Phase 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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PROJECT BUDGET / PROJECT COST PLAN 
USE To be completed by CPFM 
DETAILS To be completed by CPFM 
DOCUMENT DELIVERABLE To be completed by CPFM 
TEMPLATE To be completed by CPFM 
TEMPLATE FORMAT 
(PROVIDED) 

To be completed by CPFM 

RISK To be completed by CPFM 
REFERENCE To be completed by CPFM 
FILING To be completed by CPFM 

 

 

LIFECYCLE PROCESS 

Phase   Feasibility Phase 

RESPONSIBLITY ACTION RECIPIENT 
Consultants To be completed by CPFM
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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PROJECT MANAGEMENT PLAN 
USE To be completed by CPFM 
DETAILS To be completed by CPFM 
DOCUMENT DELIVERABLE To be completed by CPFM 
TEMPLATE To be completed by CPFM 
TEMPLATE FORMAT 
(PROVIDED) 

To be completed by CPFM 

RISK To be completed by CPFM 
REFERENCE To be completed by CPFM 
FILING To be completed by CPFM 

 

 

LIFECYCLE PROCESS 

Phase   Feasibility Phase 

RESPONSIBLITY ACTION RECIPIENT 
Consultants To be completed by CPFM UofA CPFM  
   

 

Phase   Start-Up Phase 

RESPONSIBLITY ACTION RECIPIENT 
Consultants To be completed by CPFM UofA CPFM  
   

 

Phase   Detailed Briefing Phase 



DOCUMENT LIFECYCLE  Revision 1.0  

S:\Services_Resources\Property_Services\Shared\SBI\Procurement\Projects\Design Standards Review\Final version for web\PDF Versions\DOCUMENT - LIFECYCLE.docx 

Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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QA CHECKLIST (PHASE 1-8) 
USE 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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RISK MANAGEMENT PLAN / RISK REGISTER 
USE To be completed by CPFM 
DETAILS To be completed by CPFM 
DOCUMENT DELIVERABLE To be completed by CPFM 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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STAKEHOLDER ENGAGEMENT PLAN / STAKEHOLDER CONSULTATION PLAN 
USE To be completed by CPFM 
DETAILS To be completed by CPFM 
DOCUMENT DELIVERABLE To be completed by CPFM 
TEMPLATE To be completed by CPFM 
TEMPLATE FORMAT 
(PROVIDED) 

To be completed by CPFM 

RISK To be completed by CPFM 
REFERENCE To be completed by CPFM 
FILING To be completed by CPFM 

 

 

LIFECYCLE PROCESS 

Phase   Feasibility Phase 

RESPONSIBLITY ACTION RECIPIENT 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT
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TRAFFIC MANAGEMENT PLAN 
USE To be completed by CPFM 
DETAILS To be completed by CPFM 
DOCUMENT DELIVERABLE To be completed by CPFM 
TEMPLATE To be completed by CPFM 
TEMPLATE FORMAT 
(PROVIDED) 
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Phase   Hand-Over Phase 

RESPONSIBLITY ACTION RECIPIENT 
Consultants Incorporate signed and dated version of Stakeholder Signoff in O&M 

Manual 
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DOCUMENT CHECKLIST FOR PROJECTS

UofA Standard
Volume K - Documentation

Revision log

Current issue
K. Documentation - UoA Design Standards – Appendix: 

Previous issues
Version Authors Description/ updates Revision

- - - -
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Drawings - CAD 03.05 cleanse All drawings shall be purged and audited, free of errors and surplus 
information. Any unused drawings elements to be removed.

- - - - - - - - - - - - - - - - - -

Drawings - CAD 03.06 standards for 
printing

Only standard "A" or "B" sized paper sizes shall be used. (A0, A1, A2, A3, 
A4 or B1 only)

- - - - - - - - - - - - - - - - - -

Drawings - CAD 03.07 blocks All blocks of the same type to be named the same within the drawing - - - - - - - - - - - - - - - - - -

Drawings - CAD 03.08 areas All refurbishments - Provide a schedule of overall building areas. UFA, 
GBA, GFA and NLA. (where areas have been effected)

- - - - - - - - - - - - - - - - - -

Drawings - PDF 04.01 paper size All drawings to have 'sheet' size and scale included in the title block - - - - - - - - - - - - - - - - - -

Drawings - PDF 04.02 scale All pdf drawings to be printed at the same size as the title block (i.e. no 
scale to fit prints)

- - - - - - - - - - - - - - - - - -

Drawings - PDF 04.03 revisions All drawings to have the date printed/revision included. - - - - - - - - - - - - - - - - - -

Drawings - PDF 04.04 drawing numbers A unique drawing number for every drawing/layout for every job - - - - - - - - - - - - - - - - - -

Drawings - PDF 04.05 layers All pdf drawings to have NO layers - i.e. a flattened pdf - - - - - - - - - - - - - - - - - -

Mark Ups 05.01 format All mark ups of UofA Published drawings shall be completed on the 
current / latest revision of the drawing.

- - - - - - - - - - - - - - - - - -

Photos 06.01 identification Clear description / schedule of contents in photo - i.e. building name/room 
number/aspect etc.

- - - - - - - - - - - - - - - - - -

Photos 06.02 file size Provide hi-res and low-res version of each photo, where files size over 
3MB

- - - - - - - - - - - - - - - - - -

BIM 07.01 detail Provide individual 2D cad file for all BIM plotsheets - - - - - - - - - - - - - - - - - -

Reports 08.01 format All Reports to be issued as one 'combined' pdf (one file) - including 
drawings, appendix etc.

- - - - - - - - - - - - - - - - - -

O&M Manuals 09.01 format All Manuals to be issued as one 'combined' pdf (one file) - including all 
drawings, catalogues

- - - - - - - - - - - - - - - - - -

O&M Manuals 09.02 format Only relevant drawings and schedules etc. to be included - - - - - - - - - - - - - - - - - -
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Discipline Specific - Cleaning 22.07 compliance Provide evidence of compliance with Design Standard Volume B and 
deviations from Standard have been documented and provided

- - - - - - - - - - - - - - - - - -

Discipline Specific - Electrical 23.01 compliance Provide Legends in correct format and to University standard - - - - - - - - - - - - - - - - - -

Discipline Specific - Electrical 23.02 compliance Warranty information included for relevant, installed equipment (e.g. LED 
lighting installed fixtures not the complete brochure of every fixture that the 
company makes)

- - - - - - - - - - - - - - - - - -

Discipline Specific - Hydraulic 24.02 compliance Documentation required for Backflow prevention. Test Certificate and 
location details (drawing)

- - - - - - - - - - - - - - - - - -

Discipline Specific - Hydraulic 24.03 detail
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DOCUMENT O&M MANUAL MATRIX

UofA Standard
Volume K - Documentation

Revision log

Current issue

K. Documentation - UoA Design Standards – Appendix: 

Previous issues

Version Authors Description
/ updates

Revision Date
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description of requirement

2 ARCHITECTURAL 2.4  Finishes y y y

2 ARCHITECTURAL 2.4.1 Description of the Installation y y y

2 ARCHITECTURAL 2.4.2 Directory of Contacts y y y

2 ARCHITECTURAL 2.4.3 Asset Register y y

2 ARCHITECTURAL 2.4.4 Defects Liability Period (DLP) Maintenance Schedule y y

2 ARCHITECTURAL 2.4.5 Care and Maintenance Instructions y y y

2 ARCHITECTURAL 2.4.6 Essential Services Provisions y y

2 ARCHITECTURAL 2.4.7 Certificates and Warranties y y

2 ARCHITECTURAL 2.4.8 Installation, Dismantling and Technical (Performance) Data y y y

2 ARCHITECTURAL 2.4.9 Operating Instructions y y y

2 ARCHITECTURAL 2.4.1 As-Built Drawings y y

2 ARCHITECTURAL 2.4.1 Commissioning and Testing Data y y

2 ARCHITECTURAL 2.4.1 Tools and Testing Equipment y y y

2 ARCHITECTURAL 2.4.1 Spares and Consumables y y y

2 ARCHITECTURAL 2.4.1 Imported Equipment y y y

3 to 8 SERVICES i. Document Control Resources y y y

3 to 8 SERVICES ii. Document Approval, Use and Revision History y y y

3 to 8 SERVICES iii. Document Guide y y y

3 to 8 SERVICES 1.1 Description of the Installation y y y

3 to 8 SERVICES 1.2 Directory of Conta 10d Revision Hionyy
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4.  Schedules  

4.1  Certification of Compliance with UoA Design Standards and Project Brief  

The below templates (or equivalent) must be used to certify compliance with the UoA Design Standards, and Project Brief and disclose any 

departures for approval. 

 

 

Figure 1. Statement of Compliance and Schedule of Departures / Clarifications  
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