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DRAWING STANDARDS (cont.) 
 
10. Abbreviations shall be industry standard and located on the “Information Sheet” (See Section 5).  

Provide a note on each sheet where abbreviations are used, indicating where the legend can be 
found.  List all abbreviations used. 

 
11. Dimensions must be provided for all new construction (floor plans) and overall size of existing 

buildings on Code Reference Plans. 
 
12. Poche all new construction (clearly differentiate existing from new, including on code sheets).  Show 

all symbols used in a symbols legend. 
 
13.  Do not use loose appliqués or free-hand notes on the prints.  All information must be on the original 

document prior to printing. 
 
14. For limited scope projects use screened backgrounds for areas not included in the project(s) scope 

(when applicable).  Maintain clarity and legibility. 
 
15. The SDE requests that keynote systems not be used and work scope information be incorporated in 

the specifications or spelled out on the plans.  If keynote systems (for work identification) cannot be 
avoided, the legend shall be on each sheet.  Limit one number per note, see Section 5 of this 
document for symbols (work scope notes).  Notify BSF in advance if use of a keynote system is 
unavoidable. 

 
16. Name all classrooms, areas, academic grade levels, and room numbers at each room, on all 

architectural and engineering drawings (such as shops, labs, art rooms, home economics, storage, 
custodian, and all other specialty rooms).  DO NOT use room numbers keyed to a legend.  Provide 
plumbing fixture locations on electrical power plans. 

 
17. Provide separate demolition plans with original room names. 
 
18. Doors shall be numbered sequentially on door schedule.  Also, sizes on the top of the door schedule 

shall be arranged sequentially by width (refer to Section 5 of this document).  The BSF strongly 
recommends that the door numbers follow the room/space number, and the first door numbered 
for a space has the sub letter ”A” even when the space only has one door. 

 
19. Reference windows, glazed openings, and fenestrations on the Architectural floor plans. 
 
20. Label stairs with the same number at all floors, i.e. Stair #1 First Floor, Stair #1 Second Floor, Stair 

#1 Third Floor, etc. 
 
21. Shade new plumbing fixtures on plumbing drawings and ducts that penetrate floors on mechanical 

drawings.  Clearly show locations of water sources (sinks, drinking fountains, etc.) on electrical 
power plans. 

 
22. Provide specific and accurate references to details from origin drawings (plans). 
 
23. Check all required structural loads for compliance with Chapter 16 of the State Building Code. 
 
 
DRAWING REQUIREMENTS 
 
1. Utilize previous plan review records from previous projects to avoid repeating errors and omissions. 
 
2. The state project number, phase number, and facility address are required on all drawing sheets, 

on the specifications (cover page, Table of Contents, and bid forms), and on all forms and 
correspondence.  The drawing sheet number shall be located at the lower right hand corner. 

 
3. Show all items (new and existing when applicable) identified on BSF Checklists. 



                                                                                                                                                     SECTION   4 
                                                                                                                                                     Page  3  of  5 
 
DRAWING REQUIREMENTS (cont.) 
 
4. Please provide a duplicate set of Code Reference Sheets with code information and Overall Site 

Plan (separate from the submitted set of review documents and not required to be stamped/signed). 
 
5. Clearly show compliance with code requirements, function, operation, features, and information 

pertinent to items on the contract documents.  Avoid submission of catalog cuts.  The code(s) shall 
not be cited, or the terms "Legal" or its equivalent used as a substitute for specific information (i.e. do 
not only state an item is in compliance with a code without actually diagramming compliance). 

 
6. Code compliance issues within the project scope cannot be addressed as an "alternate" to the 

base bid.  Compliance must be part of the base bid work.  Also, all alternates (including “Voluntary 
Alternates” requested by the bid documents) must be included for review prior to bidding (or as an 
addenda or change order) for the appropriate phase (see Section 3). 

 
7. The Code Reference Sheets (see Section 5 of this manual) shall show each entire floor, each on a 

single sheet (with overall dimensions) with a minimum scale of 1" = 20’-0” (a smaller scale requires 
prior BSF approval).  This sheet shall also include the information outlined in Section 5.  Most 
educational facilities are "Mixed Use" occupancies and many are comprised of multiple buildings 
separated by fire walls or rated exterior walls.  Therefore, more than one set of height and area 
calculations may be required to be submitted. This information must appear on the Code Reference 
Sheet(s) and be referenced on the BSF checklist.  Provide “Code Information” (shown in Section 
5) for all projects. 

 
8. Fixtures, furnishings, and equipment (FF&E) which are part of the project scope (provided by either 

contractor or owner) shall be clearly described within the submitted documentation.  Detail, 
dimension, or describe accessibity requirements for new, existing, or relocated FF&E.  Show all 
wheelchair footprints and required clear floor spaces (see Section 10). 

 
9. In a case where an existing building is receiving an addition that is separated from the existing by a 

fire wall or creates two separate buildings with rated exterior walls, the existing building may be 
losing accessible street frontage.  The State Building Code height and area must be checked to 
verify that the existing building is still in compliance. 

 
10. Label all firewalls, all fire rated assemblies, all smoke barriers where required by code (on code 

reference plans, architectural floor plans and structural plans), and provide details (architectural and 
structural).  Show lot lines (actual and “imaginary”), exterior wall ratings, and percentage of rated and 
nonrated openings (allowed by code and provided) when required by code.  Provide Fire Test 
Design numbers with hourly ratings for all rated walls and assemblies (including existing when 
required by the project scope). 

 
11. Assembly areas shall have seating locations for persons with disabilities that are integral, dispersed, 

and have fixed companion seating.  Show all wheelchair footprints and required clear floor spaces.  
“Listening systems” for the hearing impaired are frequently required.  “Removable fixed seating” or 
“removable bleacher seating” is not permitted at required accessible locations.  If within the project 
scope auditoriums with fixed seating shall show all fixed seating, aisle dimensions, and catchment 
areas.  Gymnasiums in the project scope shall show floor striping, bleachers (length and number of 
seating tiers), dimensions, etc.  One assembly space is required to be calculated at 7 square feet per 
person or a posted load (not more than 15 square feet per person without a modification).  Occupant 
loads for new assembly spaces with bleachers are calculated at the bleacher count plus 7 square 
feet per person (15 square feet for existing) for the remainder of the open space (minus aisles).  
Indicate the occupant load of courtyards based on the intended use of the space.  If the occupant 
load of courtyards is zero, then provide a letter from the Superintendent of Schools (copied to the 
local B.O.E) stating that the courtyard will never be occupied except for maintenance reasons.  

 
12. Refer to Chapter 16 of NFPA 1 Uniform Fire Code and NFPA 241 for the required protection, escape 

facilities, safeguards, etc. in buildings undergoing construction, demolition, additions, and alterations.  
Also C.G.S. Section 29-408 requires an 8-foot high fence or barricade along the street line for the 
duration of building or structure demolition operations. 
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DRAWING REQUIREMENTS (cont.) 
 
13. If the project contains a vertical opening (other than exit enclosures and small shafts) please call to 

discuss situation.  Also, list the code sections (on the drawings) that apply to each vertical opening. 
 
14. Indicate total number of existing and proposed parking spaces on site.  If project is part of a 

campus setting, show a breakdown for each building. 
 
15. If at the time of project submission, the existing building is not being shown for code review (not in 

project scope), and the project contains an addition, a relocatable, or substantial alteration, the 
following must be addressed (show existing conditions if applicable).  “Temporary” construction is 
permitted to be without an accessible route, however, “temporary” is defined in code with a 6 month 
maximum time limit. 

 
A. Accessible parking and passenger loading zone (with dimensions and signage). 
B. An accessible route from the parking either to the new construction/substantial alteration, or to 

and through the existing building to the new construction/substantial alteration. 
C. An accessible route from the new construction/substantial alteration to the existing building. 
D. Compliant exits on each floor receiving new construction/substantial alteration. 
E. Accessible toilet facilities (show layouts with dimensions) either in the new 

construction/substantial alteration or in the existing building and an accessible route to these 
facilities. 

F. Compliance with state and federal codes and laws for all new construction/alteration and 
impacted areas of the existing building.   

G. If the school is a designated accessible facility, program accessibility status shall be addressed 
in one of the following methods: 
 
1. The documents will show complete program accessibility throughout the entire school, 

or 
2. The district will be notified in writing by SDE that according to Section 504 of the 

Rehabilitation Act of 1973, all school districts were required to have completed a self-
evaluation prior to June 3, 1978.  Also, the Americans with Disabilities Act (ADA) required 
a self-evaluation to be conducted prior to January 26, 1993.  The purpose of these 
evaluations was to identify needs, outline solutions and indicate proposed timelines for 
meeting the accessibility needs of the specific community. 

 
16. Incorporate requirements for persons with disabilities, including 36 inch clear accessible routes 

throughout (32 inch clearance for doorways), door hardware, accessible plumbing fixtures, signage, 
accessibility to all programs, accessible workstations for students and staff, accessories, controls, 
and mounting heights (including child heights for ages 12 and below).  Identify all designated 
accessible spaces with the international symbol of accessibility on all architectural, mechanical, and 
electrical plans.  Show all dimensions (including actual lavatory and sink dimensions including child 
heights when applicable).  Be aware of and incorporate requirements for playground equipment 
accessibility (see Section 9 and PREP meeting handouts). 

 
17. All performing areas (tiers, risers, stages, etc.) shall be accessible to persons with disabilities.  In new 

construction, stages/platforms shall be directly accessible from the viewing area. 
 
18. Accessible routes shall connect buildings, facilities, elements, spaces, parking, passenger loading 

zones, public streets, and sidewalks.  Please provide the following note on the site plans describing 
the construction requirements for the accessible routes: “Accessible routes' slopes shall be 1:20 
(5%) or less and the cross slopes shall not exceed 1:50 (2%).  Changes in levels shall not be 
greater than 1/2 inch, and slopes shall not be greater than 1:20 unless ramps or lifts are 
provided”.  Accessible exits must be clearly identified on the floor plans and the site plans (note if 
lines are not changes in elevation greater than 1/2").  Site plans shall clearly identify all exits for 
persons with disabilities with the international symbol of accessibility.  Also, use spot grades, "flush" 
condition notes, or show sections through areas at these exits as well as along the exterior 
accessible route (and at any materials change, e.g. concrete to bituminous, etc.). 
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DRAWING REQUIREMENTS (cont.) 
 
19. If the project scope includes a new, an altered, or an addition to a Gymnasium, and sports fields are 

on site (or off-site and used by school students), then viewing areas for persons with disabilities are 
required (including accessible routes to/from all site elements). 

 
20. Projects with data technology shall include information concerning equipment room ventilation as 

required, no exit enclosure penetrations, and proper sealing of penetrations through floors and walls; 
etc. 

 
 
 
SPECIFICATION REQUIREMENTS 
 
1. The Project Manual (specifications) shall include but not be limited to the following “front end” 

sections: 
 

a) Invitation to Bidders (without specific dates and times). 
 
b) AIA forms and/or other acceptable bid forms, including General and Supplemental Conditions, 

etc. (do not submit “DRAFT” versions).  Electronic license date must be current. 
 
c) A statement that current wage rates will be inserted at time of release for bids, when applicable 

(referencing Sections 31-53 through 31-55 of the Connecticut General Statutes). 
 
2. The specification section format shall be consistent with the structure recommended by the 

Construction Specification Institute (CSI) for construction projects. 
 
3. Each volume of the project manual shall include a Table of Contents.  Locate the entire Table of 

Contents in the front (beginning on the first or second page) of each volume.  The Table of Contents 
shall list the number of pages for each section (see Table of Contents in this manual for example). 

 
4. Each page (including “front end” sections) shall have the specification section number and page 

number at the bottom opposite the binder edge or at the center of the page. 
 
5. The page format shall be the same for all trades within the same manual. 
 
6. Provide applicable professional seals and signatures on covers of specifications (with State Project 

Number and phase number). 
 
7. The BSF recommends that the project manual (volumes), submitted for review, be bound in 3-ring 

binders for convenience of handling during the review process. 
 
8. The BSF prefers the Door Schedule to be in the project manual. 
 
 
 
 
 
 
 
 
 
 
 
GUIDE1 
Revised 1-23-09 




