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Document Submittal 
Process

1
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Purpose

The Document Submittal’s purpose is to manage and ensure the proper transmission, 
identification, review, approval, and recordkeeping of the submittals under a CPCCo contract 
with a subcontractor when submittals are contractually required by the Statement of Work (SOW) 
Submittal Register.

Submittals can serve as deliverables in some subcontracts, meaning that specific documents, 
samples, or information required by the subcontract may be submitted as fulfillment of a 
deliverable. However, the submittal process should not be confused with project deliverables 
which are the overall products or results needed to achieve the projects objectives.
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Submittal Preparation

Contractor training records Hoisting and rigging

Calculations and load test information Chemical management work sheets 
and Safety Data Sheets (SDS)

Architecture/engineering (A/E) drawings Quality assurance program plan

Contract-specific job safety analysis Safety procedures

Welding manuals Fabrication drawings

Weld maps Inspection reports

Final data packages Test reports

Equipment manuals or cut-sheets Equipment inspection

Maintenance documentation Vendor Information (VI)

Example of submittals may include:

Submittal preparation involves the 
systematic development and 

organization of documents required by 
contract or procurement 

specifications. The process ensures 
that all necessary information, 

drawings, reports, and other materials 
are accurately prepared, formatted, 
and compiled according to CPCCo 

and project requirements. 
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Example of Submittal Register from SOW



Submittals may be required at various stages 
throughout the procurement process, including:

• Proposal
• Before starting work
• Before arriving on site
• Prior to completion
• With the final invoice
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Submittals



The Subcontractor submittals identified on the Submittal Register shall be submitted by the 
Contractor using the Contractor Document Submittal Form (CDSF) A-6004-757 (available at 
Submittals, Forms & Docs - Central Plateau Cleanup Company). 

Instructions for completing the CDSF are provided with the form. In general, documents must be 
submitted as electronic files that meet current site standards. Clean originals of any figures, 
tables, or graphics not included in the main text should be provided separately as individual files. 
Submittals should be in electronic format unless only hard copy is available.
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Submittals

https://cpcco.hanford.gov/page.cfm/SubmittalsFormsDocs
https://cpcco.hanford.gov/page.cfm/SubmittalsFormsDocs
https://cpcco.hanford.gov/page.cfm/SubmittalsFormsDocs


CPCCo’s Document Management and Control System (DMCS) is primarily the 
method used to electronically manage document submittals for construction, 
fabrication and design subcontracts. All other submittals can be submitted to the 
Buyer Technical Representative of the subcontract.

Submittals are transmitted using the following email address:

• PDCDC@rl.gov

NOTE: If submitting through DMCS please copy the subcontract associated Buyer 
Technical Representative (BTR) and Contract Specialist (CS) on your email.
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Contractor Document Submittal 

mailto:PDCDC@rl.gov
mailto:PDCDC@rl.gov
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Contractor Document Submittal Form Example 1

• Subcontractor: Complete blocks 1–17 (skip blocks 7 
and 16).

• CPCCo: Will complete blocks 7, 18–21, and 24 after 
receiving the form.

• CPCCo Approver Review: Block 16.
• CPCCo Internal Review: Blocks 22 and 23.
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Contractor Document Submittal Form Example 2

Enter the document number for each item in the submittal (e.g., drawing, specification, plan). List each document on the form or, 
for multiple documents such as drawings, enter "see attached list" and provide a separate list identifying document numbers, 
revisions, and titles. If a document lacks an official number or is miscellaneous, assign a unique tracking number (e.g., 12345-
Test-Report-001).

Note: Only assign tracking numbers to documents without existing unique numbers—do not renumber drawings or specifications.



In the event the document is not approved and needs resubmission, the 
original submittal number is kept in the tracking system as history and cannot 
be reused. Use the next sequential submittal register number (e.g., after 25, 
use 26). For related additions, use letters such as 26a or 26b.

If you have any questions or need additional guidance, please feel free to 
reach out to the Buyer Technical Representative (BTR) for that contract.
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Re-submittal of Contractor Document Form
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